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Why feel these copies? 


Why? To prove that they are 
mimeographed on hard-finish 
paper! And this is only one of 
the bonus features of MOD- 
ERN mimeographing which 
is still unmatched for over-all 
economy. Others include 
duplicating in 4 or more 
colors at one time ... and 
mimeographing on almost 
every kind of paper and card 
stock. Speed? Yes! Up to 180 
copies a minute, 


ma 


Such extra versatility above 
and beyond routine mimeo- 
graphing now makes this 
process more useful than ever. 
For a free portfolio of MOD- 
ERN mimeographing samples 
and full facts, send the coupon 
- +. write now! Learn how to 
save with MODERN mimeo- 
graphing and A. B. Dick 
products—for use with all 
makes of suitable stencil 
duplicating products, 


A:B:DICK 


THE FIRST NAME IN MIMEOGRAPHING 





A. B. DICK COMPANY, Dept. 0-95! 
5700 W. Tevhy Ave., Chicago 31, lil. 


about MODERN mimeographing. 


NAME 


With no obligation to me, please send free portfolio of samples and full facts 





ORGANIZATION 





ADDRESS. 





CITY. 


ZONE 


STATE 
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) WATER AT WORK...can save you money! Cool, 
convenient, sanitary drinking water makes 


' your payroll dollar worth more by improving 
‘ employee efficiency and morale...increases 
' sales by building customer goodwill. 


> FREE! 


24-PAGE 


far offices 


General Electric Water Coolers, with 
their handsome styling, cool-green 
finish and gleaming top, blend with 
modern office furniture. 


for factories 


G-E Water Coolers are ruggedly con- 
structed to operate economically 
even under the most difficult condi- 
tions. They’re built from the ground 
up for long life, economy in opera- 
tion, and complete dependability. 


ASK 


your local G-E Dealer for advice - 
on your water cooler require- 
ments. Look for his name in the 


classified pages of your tele- 
phone book. 


| Onen Ga 


General Electric Company, Sec. OF-8, Air Conditioning Department - Bloomfield, New Jersey , 


NAME an 
COMPANY 

ADDRESS ....... 
____ Snare 


You can put your confidence 11 in— 


GENERAL @@ ELECTRIC 


eeeeeeoeceeeeeeeeeeeeseeeeeeeeeeeeeseeeeeeeeeeeeeeeee280808680 


Please send without obligation to me the fully illustrated book, “Water at Work.” 





ZONE . STATE 
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The Lint-Free Stamp Pad that inks perfectly 
with only the slightest touch of stamp to pad. 


Accept NEW-TYPE Stamp Pad as a gift 


(70c Retail Value) 
with the purchase of one other stamp pad at 70c 


Send 70c with this Ad If you use stamp pads in your office 
and et tasters cena here’s a remarkable opportunity to try the 
New- ype stamp Pads : new type pad that’s lint-free, 
of Micro-cellular Rubber _ noiseless and effortless to use. 


Sanford’s revolutionary new stamp pad of 
micro-cellular rubber eliminates 

noise and wrist strain because it inks 
stamps perfectly at the slightest touch. 
When you use this new all-rubber 

stamp pad, even the smallest type makes 
a clear and readable impression because 
the stamping surface is utterly free of 
lint. And this amazing new stamp pad— 
which outlasts several ordinary stamp 
pads—inks more uniformly than ordinary 
stamp pads since every pad contains 
21,000 micro-cellular ink reservoirs. 

Best of all, unlike traditional pads, this pad 
can be used immediately after re-inking. 


Accept $1.40 Value for 70c 


Solely to acquaint you with this new 
development we make a remarkable offer. 
Buy one of these amazing new 

stamp pads at the regular price of 70c 
and we'll buy one additional 70c pad 

for you. Act today while this 

remarkable offer lasts. Send 70c for 

41° value only one Sanford stamp pad now and 

receive a second 70c pad as our gift to you. 


] 0c , , (Only one gift pad to an office.) 




















Be Sure to Specify Color 
CD Red Blue 


D Block CT) Green (If you want two colors, 
check both.) 
D Violet 0) Un-inked 


SANFORD INK COMPANY, Bellwood, Illinois 
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When the Mississippi 
Visited Kansas City Offices 


FRANCES HOBSON 
Public Relations Dept., Kansas City Lite Insurance Co., Kansas City, Mo. 


HE story of the Kansas City flood 

is a story of a thousand parts. A 

number of the nation’s largest rail- 
roads, the Santa Fe, Union Pacific, 
Rock Island, Missouri Pacific, Frisco, 
had their tracks up-rooted and _ box- 
ears flung about like matches by the 
turbulent waters in the central indus- 
trial district. A small barber shop in 
the Argentine district of Kansas City, 
Kans., was floated off its foundation 
and crumbled to pieces. Several hun- 
dred homes in the central industrial 
district were almost completely covered 
by the water; many of them can be 
rehabilitated, many cannot. The live- 
stock and grain industries were hard 
hit, as were many other large indus- 
tries. 

But Kansas Citians are somewhat in- 
dignant and a little amused at the head- 
lines and news stories which friends 
from coast-to-coast are sending us. They 
depicted a very one-sided view of the 
whole situation. “Paralyzed Kansas 
City,” one streamer head called us. 
“Kansas City’s Industrial Seetion 
Aflame,” shrieked another. ‘“Havoe,” 
“ruin,” “eatastrophe,” were among the 
other eye-catchers which, to one far 
from the scene, must have conjured up 
a seene of total devastation, a city laid 
low in rubble, with flood waters spread- 
ing over everything. 

You either have to be here or know 
Kansas City well to be able to see the 
story as it is. It was a great disaster, 
a sad and costly tragedy but less than 
10% of the Greater Kansas City area— 
approximately 11 square miles — was 
flooded. Only seven square blocks, not 
the “Kansas City industrial area” ever 
was on fire. Actually, of course, Kan- 
sas City has a score or more industrial 
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areas. Several of our largest ones were 
untouched, as was our entire downtown 
business district. We have no wish to 
minimize the situation. It was very bad, 





A MESSAGE TO USERS OF 
Pitney-Bowes Postage Meters 


CONCERNING EMERGENCY METERED MAIL SERVICE 
AND RECOVERY OF POSTAGE IN FLOODED METERS 


W- have learned that many of our postage meter 
users in the flooded areas have established tempo- 
rary quarters for receiving and dispatching mail 
and conducting essential business during the emer- 
gency. 

To these users, wherever they may be, we offer, 
free of any charge or obligation, the loan of avail- 
able postage meter mailing equipment for their use 
during this period. 

For this purpose, as well as for repair and re- 
placements of customers’ flood-damaged equinment, 
we are receiving from our Stamford, Conn., factory 
and from several midwest branch offices extra 
postage meter equi and additional trained 
service personnel. Simply phone, wire or write as 
directed below. 

Customers having flood-damaged meters are 
assured that they will incur no expense in connec- 
tion with the meter portions of their installations, 
as the postage meters themselves (apart from the 
mailing machines on which they operate) are the 
property and responsibility of Pitney-Bowes. 

Concerning the recovery or refund of postage 
remaining in flood-damaged meters, an application 
form for such refund will be available to users as 
quickly as their flooded meters can be located. 

To all postage meter users, as well as to the 
men of our Postal Service, we pledge every effort 
and every available facility in this emergency. 





Branch Sales ond Service 


PITNEY-BOWES, Inc. 
921 Wolnut St. Kansas City 6, Mo. 
Telephone Victor 4735 





Many equipment manufacturers offered aid 
to their customers with ads like this in Kansas 
City newspapers. Out of the thousands in the 
area, at least 150 Pitney-Bowes Postage Met- 
ers were submerged. Other local advertising 
offered “Office Furniture for Immediate De- 
livery" and "Office Space Available." 
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Will not make You 
= x 
lance end. ving | 
F 
@ Nor will it put a wave in your hair, 
pep in your personality, or your picture 
in the paper! ... But a postage meter 
stamps your mail more quickly, neatly 
and efficiently ... saves licking and 
sticking adhesive postage stamps—and 
saves mailing time too! 
@ And with the DM, even the smallest 
office can have metered mail. Takes little 
more space than your telephone, but 
it’s a real postage meter. 
@ It supplies postage at all times, any 
amount needed, for any kind of mail... 
prints stamps and a dated postmark 
directly on the envelope—and a small ad, 
if you like ... Protects postage from loss, 
theft, damage...keeps its own records.... 
Has a built-in moistener for envelope 
flaps...supplies postage for parcel post... 
more than pays for itself in convenience 
and satisfaction. 


@ Ask the nearest Pitney-Bowes office to 
show you ...or send the coupon! 


PITNEY-BOWES 
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Offices in 93 citiesin 
the U.S. and Canada 


PiTNEY-BowEs INC, 

3486 Pacific St., Stamford, Conn, 
Please send free booklet on the DM. 
Name 


Firm _____. 
Address 
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but never at any time was Kansas City 
“paralyzed.” 

Most offices and other businesses 
closed early in the afternoon of Friday, 
July 13, as a precautionary and sani- 
tary measure. The Turkey Creek pump- 
ing station in the central industrial dis- 
trict was flooded. Its six pumps sup- 
plied two-thirds of the city’s water sup- 
ply. In those first hours, no one knew 
whether that situation would get better 
or worse. It was advisable to conserve 
as much water as possible against the 
possibility of greater need in ease of 
another fire, for instance. With no 
drinking water in the areas supplied 
by the Turkey Creek station, not even 
water to flush toilets, shutting down all 
except essential operations became not 
only the smart but the compulsory 
thing to do. 

The water situation got better fast, 
however. With virtually no exceptions, 
everyone cooperated with a truly won- 
derful civie spirit. Air conditioning 
went off all over the city. Picture 
shows, taverns and cocktail lounges 
were closed by executive order. People 
were asked not to take baths, not to 


wash clothes, sprinkle lawns, wash ears. 


Wash tubs of 
water-soaked micro- 
film records going 
to the Kansas City 
branch of Recordak 
Corp. where they 
were washed, dried, 
inspected and re- 
boxed. All salvaged 
records, except for 
a few images on 
the outer layers of 
the film rolls, were 
restored in good 
condition. 
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For a few days, a number of areas 
were virtually without water, but with- 
in a week the water supply was back 
to normal and in 10 days all restric- 
tions on its use were removed. 

Most business was on a short-hour 
basis the following Monday, Tuesday 
and Wednesday. By Thursday, almost 
all business was back on regular hours, 
picture shows were operating as usual, 
even taverns—the last on which restric- 
tions were lifted—were open as usual. 

Within a week of the highest tide of 
the flood, salvage and rehabilitation 
work had begun. Led by the Corps of 
Engineers, thousands turned out to dig 
out and clean up the affected areas. As 
this is being written (Wednesday, Aug. 
1) an amazing amount of progress has 
been made. Most public streets, all 
oridges connecting the two Kansas 
Cities, and a majority of the private 
homes and small businesses have been 
cleared of the worst of the mud and 
silt. Engineers are surveying property 
to see what must be condemned and 
what will stand rebuilding. 

National concerns — electrical, ma- 
chine, equipment of all kinds — sent 
hundreds of skilled workmen into this 
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area to salvage and repair equipment 
and installations. Many telephone lines, 


switehboards and instruments were 
| among the 
| These, too, rapidly are being put into 


flood and fire casualties. 


shape and operation. Many of the 
flooded-out plants and businesses have 
resumed limited operations and are 
again manufacturing and shipping their 
wares. The stockyards are open again— 


William L. Pattyn, Kansas City factory branch 
manager for Clary Multiplier Corp., reports 
that the cost of repairing and replacing 
damaged office equipment will run into hun- 
dreds of thousands of dollars. Hundreds of 
machines, like that above, were buried in 
Clary rushed a large shipment of 
adding machines and cash registers to the 
area for free loan to users whose machines 
needed repairs. 


many cattle and hogs were drowned, 
but thousands of others were rescued. 
The packing plants are in operation. 
To a very great extent, less than three 
weeks later, it is business as usual for 
90% or more of the city’s commercial 
and industrial concerns. 

For the purposes of this article, an 
attempt was made to learn about water 
damage to records. A number of con- 
cerns in the flooded industrial areas 
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4 easy steps 


No skill required to 
produce beautiful 
binding 


PUNCHING: Insert 
paper...push down 
handle. 


OPEN BINDING: 
2 Operation opens rings 
mechanically, 


INSERT: Slip covers 
3 and sheets onto open 
rings. 


CLOSE: Release handle 
4 and remove finished job. 


do beautiful GBC PLASTIC BINDING 


right in your own office or plant 


Add prestige...color...attention-compelling appearance 
to reports, catalogs, presentations, and all printed and 
duplicated materials with this handsome plastic binding. 
NEW GBC portable equipment quickly...economically 
plastic binds loose pages of all sizes into easy-to-use per- 
sonalized booklets. Pages turn easily...lie flat...fold 
back to back for easel applications. Confidential and 
secret material may now be professionally plastic bound 
by your own personnel...right in your own office! Dura- 
ble plastic bindings are available in a complete range of 
colors, styles, and sizes. Complete GBC office equipment 
costs less than a typewriter...saves more than 50% over 
old fashioned fastener-type covers. Anyone can operate 
..-lasts a lifetime. 


General Binding Coporation 


WORLD'S LARGEST PRODUCERS OF MECHANICAL BINDINGS 
810 WEST BELMONT AVENUE CHICAGO 14, ILLINOIS 


Mail coupon for details and SPECIAL TRIAL OFFER 


General Binding Corporation, Dept. 0-9 
810 West Belmont Ave., Chicago 14, Ill. 


Please send me Bulletin 1500, describing your new 
low-cost portable GBC plastic binding equipment 
...also 2 handy memo books bound this modern 
way. Tell me how | can try this equipment with- 
out obligation. 


Name 





Company 
Address. 
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LINTON PENCIL Co. 
LEWISBURG, TENN. 





We cordially invite you to visit 


Space 326 at the Stevens Hotel 
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were called. The majority had had suf- 
ficient warning either to move their 
important papers upstairs, out of flood 
range, or to an entirely different build- 
ing in the uptown area. 


Trans World Airlines, whose over- 
haul base at Fairfax Airport, Kansas 
City, Kans., was in one of the inun- 
dated areas, was very seriously affected. 
Their main offices were untouched 
(they have numerous quarters in vari- 
ous parts of Kansas City) but impor- 
tant blueprints and other papers at the 
overhaul base were water - damaged. 
Many of these are being washed off, 
dried and ironed. A newspaper picture 
the other day showed two young men 
employees in a swimming pool in which 
they were sloshing blueprints around 
to rid them of dirty water and silt. 


The Colgate-Palmolive-Peet Co., 
whose great plant in the central indus- 
trial district was a flood victim, has 
rented several offices at various loca- 
tions. In these, young women employees 
are washing salvaged records, some by 
hose, some in dishpans. Spread out to 
dry, these then are run through man- 
gles with considerable success. 

Ironically enough, federal govern- 
ment records were among the worst 
casualties. Kansas City has nearly 200 
government offices and is also a gov- 
ernment record center. Thousands upon 
thousands of invaluable records of all 
kinds were stored in one place—a ware- 
house on the river front! They were in 
steel cabinets, in cardboard containers, 
in wooden drawers. All were covered 
by many feet of water. Robert Linden, 
chief, Rehabilitation Section, Preserva- 
tions Services Branch, National Ar- 
chives, was sent from Washington on 
Friday, July 20, to supervise the re- 
covery and reconstruction of the rec- 
ords. He found, in his own words, a 
“terrible mess.” Records which had 
been mechanically processed came 
through in the best shape. Typewriting 
survived better than ordinary ink-writ- 
ten records. Stencil duplicated records 
were in very bad shape, as were photo- 
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| Redlfint | Standard 


Invoices + Bills of Lading 
W-2 Withholding Tax Forms 


Save money and shop-around time 
by making us your headquarters 
for stock forms, reody for prompt 
delivery. 





; tain two. “appara efficient | Redifint | pre mcs 


plants for the designing and 1-time Carbon Interleaved 


ee of ine desred forms for any and all purposes 
Write u % 


for 
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7a 


Tailor-made to your individual re- 
quirements. 
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_M Continuous Tabulating Forms 

i “ In stock; also tailored to your own 

: mo needs. We keep our promise on 
deliveries. 


PURCHASERS, OFFICE MANAGERS: — 
In dealing with us you may be sure, at all times, 
of considerate ee and a Pstagor en be 

We are intimately familiar with modern ce tid, 

systems and conditions, and have served Amer- ONRSCLIALLE ee 
ican industry for many years. i 


( 
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Many Lucrative Territories Still Open 


30 Vesey Street, Dept. 68 
New York 7, W. Y. 





Quickly makes low-cost, 
errorproof copies — 
even of your large sized 
reports, records and 
‘accounting forms 


Here's a new, low-cost machine that 
quickly copies reports, records and ac- 
counting forms up to 46” wide: gets 
them out on time. 

The Bruning Copyflex “20” makes 
direct, positive (not negative) copies 
that are errorproof replicas of your 
originals. It copies practically anything 
typed, written or drawn on ordinary 
translucent paper. Anything from small 
soffice forms to really large sized balance 
sheets, charts, production schedules, 
statistical reports, etc. These can be run 

rapidly without lifting a pen or 
ping a word, at an approximate cost 

f only 2c per sq. ft. 





o stencils, negatives, or masters 
e used! You just feed in your original 
d the sensitized paper . . . the machine 
livers a ready-to-use copy that’s an 

ct replica. You get the letterhead or 
rm as well as the text. 


No special training is needed to operate the 
“20”, and no installation is required—just con- 
nect it to a 115 volt A.C. power circuit. It’s clean, 
it’s quiet, it’s free of fumes or fuss. 

Why wait for copies? Make them when you 
want them, as you want them. Having copies 
made ‘outside’, or typed (with consequent proof- 
reading) is costly and unnecessary. Speed your 
paperwork the modern, efficient, Copyflex way. 

This coupon is your cue. Have your secretary 
mail it to us today. 


Specialists in copying since 1897 
=--=-=-= CHARLES BRUNING COMPANY, INC. -~-~-~~7~ 


Dept. U-91 100 Reade Street 


New York 13, N. Y. 


( ) Please send me your free booklet A-1078. 


( ) 1 would like to see a Bruning BW 


machine demonstrated. 


Here's our compact, secre- 
tarial model—the Copyflex 
"12". In seconds, it delivers 
clean, sharp, ready-to-use 
copies up to I1'/."" wide. 
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copies, Mr, Linden said. 

Haste was necessary to get to as 
many of the records as possible while 
they were still wet because they can be 
peeled apart carefully and dried sepa- 
rately. Once they have dried, in masses, 
they simply cannot be separated unless 


moistened again. Mr. Linden advised 


humidifying, rather than soaking in 
water. Paper is highly absorbent, he 
said, and if subjected to hot air with a 
90% humidity it can be salvaged better 
than by almost any other method. He 
advised against drying in the sun since 
additional fading might result. Process- 
ing through mangles was highly suc- 
cessful. 

As part of the messy task, it was 
necessary to spray all the records with 
a solution to prevent the growth of 
mold. The flood was followed by hot, 
humid days in Kansas City — perfect 
for the fast growth of mold on flood- 
soaked cloth, paper and other mate- 
rials. Mr. Linden and his assistants 
found Santobrite the best mold-preven- 


tive. It is not toxic, Mr. Linden said, 
and efficiently arrests the development 
of mold. 

Most of the private concerns inter- 
viewed, however, said this in effect: 
“We kept our records in a second-floor 
general office and they were not reached 
by the flood waters.” Some firms took 
the trouble to move their records and 
equipment to higher floors, only to find 
that the flood didn’t reach that high 
and their precautions were unnecessary. 

An ironical exception was the R. L. 
Sweet Lumber Co., in the heart of the 
fire area. The fire was a direct result 
of the flood. The first rush of waters 
floated loose a huge oil storage tank. 
It hit a high tension wire and exploded. 
The resulting fire spread and continued 
for more than four days. Sweet Lumber 
Co. had sufficient warning about the 
flood to move equipment and records 
from the first to the second floor. How- 
ever, the fire got everything except 
what had been put in the fireproof 
vault. As they put it, “Everything in 





SHAPES 


& STYLES 


Save Work, Time, Tempers, Material 


The long and short of erasing efficiency lies in the all- 
around savings and clean work of quality-made Weldon 
Roberts Erasers. They come in exactly right shapes, 
styles, sizes and textures to do given erasing jobs best. 
They remove the risk of messy erasing with its fre- 
quent re-doing of an entire piece of work. 


Ask your office supplies dealer to recommend the 
Weldon Roberts Erasers best suited to your require- 


ments. 


WELDON ROBBERS RUBBER Co., Newark 7, N. J. 


121 ELLIPTIC. Soft gray 
eraser in handy ellipt cal 
shape for pencil and ink 
erasures on all types of 
work: typing, accounting, 
drafting, handwriting. 
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What does this 
business machine 
DO? 


It is a Time Stamp, an electric 
Numberer, a Dater, a com- 
bined Dater and Numberer, a 
Check Signer, a check En- 
dorser, etc. ALL of these ap- 
plications can be arranged 
for Carbon Copy work. 








Ai ‘ PRN tT PSR es 


Tell us your problems. 


Send for our new catalog. 


TIME DATE & NUMBER INC. 
298 BROADWAY 
NEW YORK 7,N.Y. 


Mirs. & Distributors of 


TIME DATE & NUMBERING DEVICES 





the vault, saved. Everything out of it, 
lost.” 

All in all, this experience is causing 
Kansas City firms and factories to give 
considerable thought to a permanent 
method of preserving their records in 
ease of future catastrophe. Such pro- 
tective measures will undoubtedly in- 
clude microfilming of vital records, 
keeping records on upper floors, even 
above the second floor; keeping them 
in steel vaults; providing more ade- 
quate individual fire protection such as 
more fire extinguishers and standby 
water and electrical supplies. 


The Kansas City Life Insurance Co. 
never for one moment was in danger 
from either the fire or flood. Both its 
home office and downtown branch office 
are well outside the affected areas. This 
company several years ago had pre- 
pared for this, or a worse, emergency 
by adopting a continuing program of 
record preservation. Two complete sets 
of its primary record cards of policies, 
investments, ete., were microfilmed. One 
set is at the ranch of company presi- 
dent, W. E. Bixby, in Wyoming. The 
second set is in a cement room at the 
Kansas City home of company secre- 
tary, J. L. Batchler. Should a national 
or international situation arise which 
might result in a calamity that would 
involve the company’s property, it still 
would have two distinct possibilities 
that its most vital records could be re- 
constructed. 


Congress has appropriated a 25-mil- 
lion-dollar emergency fund for flood 
relief in Missouri and Kansas. The City 
Council of Kansas City, Mo., has as- 
signed $225,000 for flood rehabilitation 
and renovation of the water system. 
Many additional thousands are pouring 
into the Red Cross, Salvation Army 
and other agencies from all over the 
country. We’re very grateful but many 
of our business and industrial firms 
have announced they are not going to 
accept any more help than necessary. 
They will take care of their own losses 
and rehabilitation insofar as possible. 
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One neighborly thing about the last 
two weeks has been the way those un- 
touched by the disaster have helped to 
care for their less fortunate brothers. 
Many Kansas City offices have offered 
to share space with concerns tempo- 
rarily flooded out of their quarters. 
Many of the largest contributions to 
the relief funds have come from the 
big packing companies and other indus- 
tries which themselves were hard hit by 
the calamity. 

Unemployment compensation claims, 


in the first week after July 13, rose to « 
11,801 in the Greater Kansas City area, 
compared to 922 the week before. This 
situation is only temporary, however, 
and is being eased rapidly as additional 
industries get into operation again. 
Even during the worst of the flood, 
many companies summoned their em- 
ployees by radio and newspaper adver- 
tising to report in work-clothing and 
bring their lunches, for preventive 
work. As soon as the waters began to 
(Continued on page 182) 


























They’re pleased as punch with our new 
letterhead... it’s on WESTON BOND 


nd no wonder! WESTON BOND, 
25% tag content, gives you quality 
beyond question at extremely 
modest cost. It carries the WESTON 
name right in the watermark as a 


guarantee of extra value and depend- 
ability. Use it for all your letterheads | 
and business forms. Made by Byron 
Weston Company, Dalton, Mass. | 
Write for sample book. 
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That's what you get in PANAMA-BEAVER Carbon Papers 


Constantly precise as the most detailed operations in 
producing an airplane, are the manufacturing processes 
employed here to make PANAMA-BEAVER products 


infallibly sikelele flee off 


Brilliantly conceived, meticulously planned, devel- 
oped into vital being for yeoman service in the most 
important of America’s offices and institutions — 
PANAMA-BEAVER Carbons and Ribbons can never suf- 
fer from the obvious faults of mass-production, never be 
other than head and shoulders above the commonplace. 








wie 
PANAMA-BEAVER 


Ytobond atin 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Y. 


Coast to Coast Distribution 


CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBONS 





See why we call them 


NO TEAR 


SHEETS - INDEXES 


Boorum & Pease NOTEAR® sheets 
will actually support the weight 

of a full, stiff-covered ring book 
without tearing out at the holes. 
That tough muslin strip is the 
secret that prevents loss of valuable 
data, saves time lost in retyping. 


O\\o 





4 WIDTHS PREVENT BULK 
RES BRB Ss WA 





NOTEAR Sheets come in rulings 
and sizes for every purpose; in 
paper for practically every 
reproduction method — Bond 
ptr Mimeo Bond, pink or blue, 
iquid Duplicator. NOTEAR 
Indexes A to Z and insertable. 
Ask your stationer to show you 


the NOTEAR line. 
FOR EVERY RECORD —A WAY TO KEEP IT 





BROOKLYN 1, NEW YORK 
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School eens: §=64-nage —o Addressing 
Newspaper § i Folder james §=6Stencil 
Stencil H Stencil t : 





CRYSTAL STENCILS 


AMERICA’S FINEST 
The ORIGINAL Top-Film Stencil Since 1930 


Frankel’s 45 years of manufacturing know-how leads again with the 
finest, most complete stencil line ANYWHERE. Klean-Write stencils 
(with or without top-film tn blue, yellow, white, black, orange and 
green) now have three new, famous additions. 


i No. 1560 
EMERALD GREEN 
me STENCILS KLEAN-WRITE STENCILS KLEAN-WRITE That new shade of green 
that can’t be matched, 
the best ever for non-glare 
and perfect visibility. 


No. 1060X 
BLUE 

KLEAN-WRITE This super-sensitive stencil 
is sensational for stylus work 
and in Varityper and 
Noiseless machines. 





No. 1660 


ORANGE 

RITE STENCILS The perfect mechanical 
negative stencil for preparing 
metal or paper offset plates. 
In 1014 x 15% size as well as 
regular letter and legal sizes. 


PESUREA STS NSESI § 
‘ 
ee 





2tP, iy: 


essere, 


Visit Booth 42 at the N.S.O.E.A. 
Exhibit in Chicago, Sept. 22-26. 


Weiss ited 





GET ON THE BAND WAGON NOW! 
Some exclusive territories still available. 


Write today for FREE samples and exclusive dealership plan. 


in New York City, 


contact — 
CRYSTAL COPY CORP., 
23 West 23rd Street 














“We've cut our tape costs 57% 
by buying large-size rolls” 


Says Charles J. Trus, Asst. Purchasing Agent 
Hudson & Manhattan Railroad Co., 30 Church St., New York, N. Y. 


“WE USED TO BUY the small 25¢ rolls of 
‘Scotcn’ Cellophane Tape. Then our 
stationer’s salesman told us the ‘large- 
roll story’—showed us how we could 
cut our tape cost-per-inch as much as 
57% by buying the big, economical 


i = | 


MENDING, SEALING, LABELING, holding, 
masking, reinforcing . . . 101 jobs around the 
office are done faster and neater with trans- 
parent “‘Scotcn’’ Cellophane Tape. It sticks 
at a touch without moistening, and a short 
strip is all most jobs require. 


2592-inch rolls for use in Heavy Duty 
Dispensers. Besides cutting our unit 
cost, this has encouraged wider use of 
tape by our office workers. That means 
plenty of time saved on little chores... 
another cost-cutter for us!”’ 


IMPORTANT! There’s more than one brand 
of cellophane tape on the market—for 
quality always insist on the “Scotcn” 
Brand, with the bright red-and-green plaid 
on the container. Used in millions of homes 
and offices all over the country. 


makers of 


The term “‘Scotch”’ and the fey design are registered trademarks for the more than 100 pressure-sensitive 


adhesive tapes made in 
“Scotch” Sound ocntins Tape, * 
“Safety-Walk”’ 


‘Underseal”’ 


by Minnesota Mining & Mfg. Co., St. Paul 6, Minn.—also 
Rubberized Coating, 
Non-slip Surfacing, “3M” Abrasives, ‘“‘3M’’ Adhesives. General Export: Minn. Mining 


“Scotchlite” Reflective Sheeting, 


& Mfg. Co., International Division, 270 Park Avenue, New York 17, N. Y. In Canada: Minnesota Mining 


& Mfg. of Canada, Ltd., London, Canada. 


22 
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Problems Disappear 


ee 4 


TRADE MARK 


WASTE BASKETS” 


Waste handling costs shrink with 
. new, improved Vul-Cot waste 
baskets—Last longer, are practically indestructible 
—Cut maintenance and replacement costs—Stand 
hardest wear, rims do not break—Colors do not chip 
off—they are part of the fibre itself—Unlike waste 
baskets made of wood, will not splinter, aren't heavy 
—Unlike waste baskets made of metal, will not dent, 
rust or corrode—Are lightweight, easy to handle and 
‘clean—Provide luxury at an economy price. Slight 
additional first cost saved many times over due to 
long life and lasting good looks—Are guaranteed 
for five years—Are perfect for schools, offices, 
institutions. 





You're assured many years of service—lower costs 
—with Vul-Cots. Write today for catalog price sheet 
Dept. 0-9. 


The Round Taper—most popular of all Vul-Cots 
for general office and schoolroom use. Takes little 
space, is neat and attractive. Two sizes, nos. 2 and 3. 





The Square Taper—a distinctive style, popular 
with executives and ideal for reception or board 
rooms. One size, no. 5. 


The Round Straight—especially designed for 
washrooms, basements, ticker rooms,: lobbies, 
shipping and mailing rooms. Two sizes, nos. 9 and 


x Colors—All sizes made in standard colors—maroon-brown 
and olive-green. Gray also available for use with gray office 
furniture. 


For Sale by Stationers Everywhere. 
NATIONAL VULCANIZED FI 


Wilmington, Delaware 
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HANDSOME 
AND HANDY! 


# a stamp in a hurry? No need to 
wait days for delivery as you do with 
rubber stamps. Now, with the sen- 
sational new PRINT-O-STAMP, you 
can make any stamp you want in 
minutes . . . for pennies instead of 
dollars! 


PRINT-O-STAMP prints on labels, 
packages, boxes—anything! Makes 
stamps for office forms, signatures, 
instructions, notices, inventory mark- 





Pioneers in New and Better Stencil Duplicating Equipment i 





ings, or to address gummed labels 
in quantity. Type stencil, snap on 
and print —it’s that simple. Complete 
with stencils, ink, brush, stylus. Call 
your Stationer, or write direct, NOW! 


Distributed Exclusively by 
the manufacturers of the 
famous PRINT-O-MATIC 
AUTOMATIC CARD- SIZE 
OUPLICATOR 


THE Dyréut-O-Yatic 
COMPANT; ANC. 


Yow, Make Your Oun Stamps ta MINUTES 
We ve : . 








Why I gave the largest order to Bill 


His office impressed me, first time I saw it. The place had 
an air of quiet efficiency. He had figures we needed, right 
at his fingertips. Looking at his desk, I felt big things would 
get done because details were competently handled. 

It gave me a clear picture of the kind of man I wanted to 
do business with. That’s why I gave Bill the largest order. 

“Y and E” makes the office equipment that’s such an 
important part of this picture. 

Attractive, efficient ...““Y and E” helps you get things done 
—the way that gets the order. 

“Y and E” equipment is designed for success. 





If delivery on your order for Y and E” equipment is delayed, you 
may be sure we're doing our best to overcome the problem as 
quickly as steel shortage permits. 





MARK OF SUCCESS 


1020 JAY STREET « ROCHESTER 3, N.Y., U.S. A. 
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PUSH-BUTTON MULTIPLICATION 


| makes the job go 
EASIER-SURER- FASTER 





EASIER—because Marchant saves at least 
one step in every multiplication. 
SURER—because Marchant is the only 
American-made calculator with dials for 
verifying the keyboard entry. 
FASTER—because Marchant not only 
requires fewer operations in multi- 
plication, it operates efficiently at 
speeds ranging up to twice 
those of any other calculator. ; J 
Since more than half of all calculator oe 3K PUSH-BUTTON MULTIPLICATION 
work is multiplication, the obvious choice 3 F d Enter multiplicand in keyboard. 
among calculators is the one that multiplies = Answer appears. simultaneously 
S easier, surer, faster. Ask the as multiplier is entered in. Auto- 
Marchant Man in your phone book to matic Multiplier. 
prove this statement on your own work. 

















Mail this Coupon with your business letterhead to get our free H Q N T 
: GUIDE TO MODERN FIGURING METHODS 0: 
‘ ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] : AMERICA’S FIRST 
; MARCHANT CALCULATING MACHINE COMPANY : 


GDAKLAND &, CALIFORNIA 





N° MATTER what line of business you’re in. . . manu- MAIL 
facturing, distributing, banking, transportation . . . this 

factual brochure gives the answer to your business forms TH | S 

problem. It also points the way to greater efficiency and 

lower administrative costs, through up-to-date time and COU PON 

labor-saving methods. Every businessman should read this 

highly informative folder. It’s yours for the asking—send T0 D AY! 

for it today! 





AMERICAN LITHOFOLD CORP. 
IF YOU USE... 500 Bittner Street + St. Louis 15, Missouri 


Invoices : ; oe ; 
Purchase Orders Gentlemen: Please send me.a copy of your FREE foider that reveals 


Shipping Orders how to get better results—in tess time and at lower cost--through 
Voucher Checks up-to-date business methods. 2; > ~~.» ee 
Credit Memoranda . ; ‘ 

Teletype Forms 
Tabulating Forms 
Sales Orders 
Receiving Reports ADDRESS 
Bills of Lading 

Freight Bills 

Manufacturing Orders 


GET THIS INFORMATIVE BROCHURE NOW! 


COMPANY NAME....... ee ae ke ce 3) ee: ia 














make sure 
this 
isn’t yours! 


This fingetprint could be yours . . . 

if you use ordinary spirit duplicating 
carbon papers. But hands always stay 
clean (no smear, no smudge) with 
Queen's new... 


ee ses 7 
sera A 
; 0 coat * the new QUEEN ,, 
ocoat 


= 


a 


ar 
AY 


be 
Wh 


spirit duplicating carbon paper 


@ recommended for long runs 


@ recommended for sharp, clear copies 


Unlike ordinary spirit duplicating carbon papers, the new QUEEN 

spirit duplicating carbon popers, ore coated 

by a new process that safeguard your hands (and clothes, too) 

against stains ond smudges. Eliminates need for special stain- 
removing soaps and cleansing preparations. 


Available in flat sheets or master unit forms—either plain or 
pre-printed. Write today for your free sample of QUEEN 
““protect-o-coat"’ spirit duplicating carbon paper. 


See the new QUEEN \prtiecto coat’ spirit duplicating 
, Booth 


corbon popers . . . | Stati 
330, Hotel Stevens, Chicago, Ill. ‘oan 22nd to 26th. 


= 


RIBBON & CARBON CO., Inc. 


128 Wythe Avenve * Brooklyn 11, New York 





Manufacturers of: 
INKED RIBBONS © CARBON PAPERS © MASTER UNITS © CARBONIZED ROLLS © SPIRIT & HECTOGRAPH DUPLICATING CARBONS 
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| STAPLES ata TOUCH ot te PAPER | 


What the sewing machine did for sewing, ... securely fastens up to 20 sheets of me- | 
the BATES ELECTRIC STAPLER does for stapling. dium weight paper. Say goodbye to tiring, | 
A touch of the paper and the BATES ELECTRIC time-wasting manual stapling ... speed up 
makes its own rustless brass staple from a the job with a BATES ELECTRIC. Clip the coupon 
spool of wire. . . “shoots” it quick as a wink for full information. 


5000 shots with one loading 

Smaller than a typewriter ... only 27 Ibs. 

Extremely quiet 

Rubber “toes” prevent damage to desks 

Tested for 4 years... hundreds in use 

110-120 AC motor drive... hair trigger switch 

Saves time and trouble... actually pays for itself in a short time. 


THE BATES MFG. CO., 30 Vesey St., New York 7, N. Y. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER. 


PIR ac incinicancens 


City... 


Bates Manufacturing Co, Orange, W.J.» KY. Offices, 20 Vesey St. 1 CMY 
pee beri Staplers Perforators y stationer is 
Bates vcaians a List Finders Eyeleters, etc. Address 


rena 


meotaprmeeemnrenseeniy nine: 8? Ras 








IF you use 
PRINTING and DUPLICATING 


CHANCES ARE YOU CAN CUT CosTSs 
WITH 4— [ayidson Dust 


Hundreds 
You can save plenty...avoid costly who opurste 
delays...have what you want when neg~ gt gg 
you want it. Your Davidson Dual will this fast, 
print your letterheads, envelopes, order Sean ton: 
blanks, office forms, advertising litera- 
ture...quality work...black and white 
or multi-color. Prints both offset and 
letterpress. And...it will handle all your 
office duplicating, too, using low cost 
paper masters. Let us show you how 
the Davidson can pay for itself through 


direct savings. Write for literature. 











' 


i) 


DAVIDSON CORPORATION 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1036-60 West Adams Street, Chicago 7, Illinois 














And...to get best results As easy to type, write or 
draw on as paper. 


insist upon Will not curl. 


Easy to erase and correct. 


0 a vi dso arin sed on any tind of 


Can be filed for future re- 


PAPER MASTERS runs. 


FOR ALL OFFSET DUPLICATORS Write for details and prices 
DAVIDSON CORPORATION... 1036-60 W. Adams Street, Chicago 7, Illinois 
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from the 


Office Manager 


With plant production geared to the Defense Program, 
Barber-Greene Company, Aurora, Illinois, manufacturers 
of construction and material handling equipment, have 
discovered the economical way to handle the peak typing 
loads in their central stenographic department—REMING- 
TON ELECTRI-CONOMY TYPEWRITERS. 

These superb new electric typewriters are turning out 
more work and better work in less time and with less 
effort ... assuring greater typing production and greater 

“\' com, accuracy by reducing typing errors due to fatigue by 50%. 


\Onveng 





Send for a FREE folder which 
tells the amazing Electri- 
conomy story. Address requests 
to Room 2216, 315 Fourth. 
Avenue; New York 10, N. Y. 
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Stencil buyers like the clean convenience 

of Sure-Rite Seal Tab film stencils. Files aren‘t 
sticky, stencils don’t gum up duplicating 
machines, stencils lay flat and clean on the 
boss’ desk. The new Red Sure-Rite Seal 

Tabs completely eliminate objections to messy 
glue! Just press to seal—and corrections 

are far easier! 


i PUT BLACK FIGURES IN 
YOUR PROFIT COLUMN! 


Impending shortages of film put the new Red Sure- 
Rite Seal Tab Film Stencils in a class by themselves! 
Film may be reused easily! Phone today for more 
information. 





: PATENTS PENDING 
Sure-Rite PHONE LONG DISTANCE LD244 DENVER! 


Shooting Star wntee 
: pei : SHORTAGES OF FILM 
MAKE SEAL TABS 


Film ‘he eae mail MORE VALUABLE 
Stencils... 


REUSED 


AMERICAN 
STENCIL 
MFG. CO. 


2714 Walnut Street 


Denver, Colo. 
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e CONTINUING RESEARCH toward 
both product development and improvement has 


built the Rose REPUTATION for quality and value. 


e ORIGINATORS of the world-famous 
Rose “STA-CLEAN" Duplicating Carbons and 


Master Units with the protective metallic coating 
and Gold Sealed Edges which prevent the soiling 
of hands and clothing. 


This product has won for Rose recognized leader- 
ship in the highly specialized field of SPIRIT 
DUPLICATION. 


° A COMPLETE Line of Duplicating 
carbons and Master Units. 


*now available in BLUE, RED, GREEN, and BLACK as well as PURPLE. 
PAT. APPLIED FOR 


R43SE RIBBON & CARBON 
2a. MANUFACTURING CO., INC. 





GENERAL OFFICES AND FACTORY - - - - HARRISON, N. J. 
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with 


“49 W-2 FORMS [Ais 


FOR 19 5]! Immediate Delivery! 


STA’ Lose This Statement * 
ogee Paid and fncome and f.1.6. A. Tenee WADSS Do Not 
‘Marital 











NOTICE TO EMPLOYEE 
This statement is important! 
‘ ih must be attached to your U. S 




















Mee Tee © SETS TO A STRIP 
INSTANTLY SEPARATES FORMS AND CARBONS eee 


“QUADS”, “QUINTS” 
Original and Duplicate Remain Attached without Carbon AND “SEXTUPLES”’ 





Forms W-2 and Envelopes in- S-K 
cluding employer's imprint can Forms W-2 
be shipped within a few days Approved by 


from receipt of order. # U.S. Treasury De- 
partment. 

*% 26 States (5 part 
forms). 

* 4 States (6 part 
forms). 


Write today for sample strip % Special 5 part form 


‘ for New York State. 
and schedule of low prices. * Various Cities— 


where practicable. 


| FORMS CO 309 WALNUT STREET © 
@ PHILADELPHIA 6, PA. 


S-K AND CAHILL PAYROLL BOOKS AND SYSTEMS 
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It’s another Monroe key .. . 
the key to greater profit through faster, 
more economical figure production. 


You’!l want one of these work-saving 
L model Monroe Adding-Calculators in 


your office. Sturdy, portable with full 
“Velvet Touch” keyboard, they’re tops 
in efficiency and performance. And so 


easy to operate any employee can master 
any one in a matter of minutes! 


Monroe meets every figuring need 
with a range of models from the simplest 
hand operated machine to the ultimate in 
swift, electric fully automatic calculators. 


Call your Monroe representative 
today and let him prove it. 


MONROE 
Adding-Calculator 
Model LA 5-160 


MONROE CALCULATING MACHINE COMPANY—GENERAL OFFICES: ORANGE, N. J., U.S.A. 














OULD FILE: This report 
Inventory Reporting Unit 


Make your own type ® Cox ead 





/ originals for any reproduction method and ” 


cut your printing costs in half.......! 


You are reading DSJ typography—produced on the machine *TYPE FACES ARE 
illustrated above. Think of your savings in time and money by INSTANTLY CHANGEABL 
producing such type originals in your own office—for mimeo, 
office litho machine, hectograph—or even for reproduction by 
your local photo-offset house. The DSJ with its Standard key- @ AUTOMATICALLY EVERS 
board operates like your office writing machine—but produces THE RIGHT AND LEFT © 

, type originals spaced out to your needs, and in a choice of papeins 

j; any popular style and size of type face. You can prepare good, 
clear sharp stencils for mimeo—or even prepare your type 
originals directly onto a litho plate for immediate duplication. ® RULES FORMS AND 
Use the professional-looking copy for ‘‘pasting up’? your “SETS” THE TYPE AT THE 
house organ, catalog, literature and almost any printing need SAME TIME 
in your organization. Your printing costs will go way down 
while your supply of printing goes up. 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Ave., Newark 5, N. J. 
Please send me Vari-Typer Booklet # 020 


NAME 
COMPANY 
ADDRESS 
CITY 


ie SPECIAL NOTE TO DEFENSE CONTRACTORS 


e The DSJ machine is specified by the departments 
of the Army, Navy and Air Force for the preparation 
of Handbooks and Breakdowns under MIL-H.5474A. 
Copy needs no photo-reduction. 


me 


ee 
@®eeeeseeee eee eoeee 
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PRONTO FILE CORPORATION | 


285 Madison Avenue New York 17, N.Y 
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REG. U.S PAT OFF 


DUPLICATING PRODUCTS 


he Fam 
Here’s the reason opera- The Famous 


tors prefer TEMPO — TEMPO 

(and dealers get re- FILM STENCIL 
peat business.) : Impar- 
tial tests* prove that 
TEMPO—the ORIGINAL Film  stencil—will 
produce better copies than any other stencil, 
regardless of typewriter used for cutting. Try 
TEMPO FILM just once—you’ll never be satis- 
fied with any other. 





* Write us for proof. 


TEMPO 500 INK TEMPO Electric DUPLICATOR 











That “almost unbelievable’’ + « « push button control 
a quick-drying ink! e High speed production without waste. 
No offset on mimeograph e Single sheet feeding—no wasted paper. 
paper. Every copy a perfect re- e Metered ink control—no wasted ink. 
production. . ea aed jogs copies into even stack. 
. t-in 
cide tis attiamalimestig sineinia 7 sity ~ ee ncerleaver for finer papers. 


line of Tempo Duplicating Supplies. BUILT FOR LIFE-TIME PERFORMANCE 





MILO HARDING COMPANY 


Established 1904 
ye i en, a ee eee ee a ee ee ee ce ee ee | 
317 THIRD AVENUE, PITTSBURGH 22 
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When competition gets keen... when buy- 
compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


SPECIALIZED PAPER 


SCHWEITZER, 


J. 


LABORATORIES 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


ING THE “UNITED: STATES 
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A wide variety of form sizes 
from 4,4” x 6” to 8144” x 11” 
fit Hano Refolder and Manifold- 
er Registers for wide range of 
installations . . . they look better 
and work better. 


See us at 
CHICAGO Tops in the portable register field, 


the new Hano All Aluminum Port- 
We will be in Booth 65 at the abie is equally popular as a counter 
National Stationers Show. machine. They are light in weight 
: le. 
Line Sie ce OF and easy to handle. 
at the Stevens. 





Hano Custom and Standard 
Snap-A-Part carbon forms 
are available, printed, to fit 
every need. Fast in operation, 
they make record keeping a 
simple operation. 





i ME The all steel and aluminum Cash 
leaved : 
pong ats aie moe of “a i Drawer can be factory or field fitted 
continuous forms plus the ad- ~ i to all Hano Refolder Registers us- 
vantages of one-time carbon for ‘ E ing forms up to 814” long. Using 
ure legible copies. less counter space, the Hano unit is 
: only 1514” wide. 


s dealer areas open... . write today for details, 


IMPANY, INC. 


“MASSACHUSETTS 
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WORLD PREMIERE 
"S-0" OBRO 


STAPLING MACHINE 


af NSA CONVENTION « CHICAGO 
BOOTH 107 


ive oe | 
FIRST with the LATEST 
in FASTEN- ATING staplers 
since 1919, 
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POLYCH ROME 2 ASHBURTON AVE., YONKERS 2,N.Y. MANUFACTURERS 


TELEPHONE YONKERS 5-8800 es 


: Duplicating - 
CORPORATION CABLE ADDRESS POLYCO Mimeograph- Spirit -Offact 


An open letter to those serving the offices of industry 


Cold facts -- if you are interested in cold facts, then read on -- 
if you prefer being lulled by meaningless superlatives, skip 
this message. 


This letter concerns a profession with a future, is directed to 
the private businessman who desires the independence of 
running his own business -- being his own boss and responsible 
to himself alone. A profession that serves the needs of all 
commerce, whether large or small, and, if applied with diligent 
effort, will provide a full measure of security and return in the 
years ahead. This is how it came about -- 


From a humble beginning 16 years ago, this company entered 
the office duplicating supply field and since has multiplied 

its assets a thousand fold. As you see, the company’s progress 
was Satisfactory, but we were always concerned that our major 
product during that period -- stencil duplicating supplies -- 
seemed by themselves inadequate to provide, with some notable 
exceptions, a comfortable living for our distributors. 


Therefore, the company directed its efforts to provide distributors 
with all three of the major office duplicating processes - STENCIL, 
OFFSET and SPIRIT. Distributors are granted these lines on an 
EXCLUSIVE basis. The embracing of all three processes enlarges 
the scope of the distributor market so that with effort profitably sized 
volumes will be inevitable. 


The advantages to the distributor are many. Here is his opportunity 
to become a one-stop house for every kind of office duplicating 
supply, his opportunity not only to sell as a single source but to 

buy from one source. One call or one order to Polychrome solves 
all his purchasing problems. 


Further, the distributor becomes, at this point, the consultant on 
duplicating to the industry, since he no longer must weigh 
applications in favor of manufacturers of equipment or supplies 
- since at this point his one manufacturer represents and 


COPY SHOULD BE SEEN AND NOT BLURRED 
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guarantees all three processes without bias, equipment- or 
supply-wise, in favor of any one process. To this end, a 
complete spirit line was added early this year. 


Culminating these efforts, we are now introducing a line of 
offset duplicating supplies to be companion with our stencil and 
spirit lines, and are completing our part of the program for 
distributors. Distributors may now avail themselves of the 
opportunity to specialize in one field -- may be professional 
representatives of all forms of office duplicating and, at the 
same time, know that their efforts will be rewarded with 
comfortable compensation. 


We felt that you would appreciate this frank statement of our 
past accomplishments and future aims. From now on, working 
as a team, factory and distributor, far seeing men may 
creditably establish themselves in the eyes of industry as 
duplicating specialists. 


Please feel free to contact the undersigned here at the factory or, 
if you are attending the National Stationery and Office Equipment 
Association’s Meeting at the Stevens Hotel, Chicago, September 
22-26, please look me up at our booth, and we will discuss our 
program further at that time. 





Remember, some territories are already covered and others 
are materializing rapidly. So, if you think you can do the job 
with us, act immediately. 

With every good wish for your success. 


POLYCHROME CORP: TION 


H Che, 


Vice President 





COPY SHOULD BE SEEN AND NOT BLURRED 
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SINCE 1906 


From the very first item to 
the present line of over 
3,100 stock items, we have 
concentrated on crafts- 
manship and the finest 
quality and grades of raw 
PLAID HOUSEHOLD Fite terials, making our line 
an outstanding qualityline. 


We have 5 separate fac- 
tories for your protection 
and added service. 


Write for our Catalog. We 


also invite: your -inquiries 
for specially made pro- 
ducts. 


" SUPER POCKET 
O“THE ALL PURPOSE FILE” 


EXPANDING WALLET 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 





eae 











MARK OF EXCELLENCE ON FINE OFFICE FURNITURE 


} 
| 


by: SECURIT! STEL. _UIPA 
. | AWENEL. NEW 














A CRESTLINE LABEL 
by: SECURITY STEEL EQUIPMENT CORPORATION 


AVENEL, MEW JERSEY CRESTLINE equipment has been care- 
. fully developed to meet the exacting 
demands of the modern office. To efficient 
planning and beautiful design, Security has added the 
vital ingredients of skillful workmanship and peak quality materials to provide you 
with finer office furniture for the office of today and many tomorrows. 
For an individual unit or a complete office installation . . . look first to 
the finest . . . to equipment bearing the CRESTLINE Label. 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 
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why take less 
than the best? 2 


~ PICK A WINNER... 
PICK MERCURY PRODUCTS 


When it comes to performance, these rollers and 
blankets are a sure winner every time. They 

last longer, turn out brighter, cleaner jobs, and save 
many hours of adjustment time—because they’re 
built by the nation’s top craftsmen in the largest, 
finest plant devoted exclusively to rollers and 
blankets for the graphic arts. 


RAPID ROLLER CO. 


D.M. RAPPORT, Pres. Federal ot 26th CHICAGO 16 
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All’s swell that ends swell. This 
girl has turned in a good day’s 
work and ‘she still feels fine. 
Reason: she sits in an individ- 
ually fitted Sturgis 
posture chair. A capa- 
ble girl and a Sturgis 


chair are always a 


good production pair. 





Executive, stenographic, reception 
and institutional chairs posture-de- 


signed for the person and the purpose. 


POSTURE CHAIR CO. 
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TIFFANY 
STANDS... 


‘o 


Management x Everywhere! 


tL Phe LERD 2 


a Pa! a een Sawn, 


TIFFANY STANDS 
give greater protection 
to both office machines 
and operator. Heavy 
precision construction 
and exclusive design 

features assure sturdy, non-creep, 

sway-proof service . . . help elimi- 

nate machine noises and vibrations 

as well as operator fatigue . . . pro- 

vide easy and safe portability ... 

high or low drop leaf arrangement 

on either side of the stand... 

compensations for uneven floor sur- 

faces . a avons! against * 

- é ping and snagging hosiery. Com- 

Model “S-Biller” pletely adjustable “a provide a firm 
foundation for every type of office 


machine. Longer life for lowest 
annual cost. 
Model “S” available with extra drop 
leaf on right side. 
Literature on request 
ON SALE AT BETTER 
TAND DEALERS EVERYWHERE 


POPLAR BLUFF, MISSOURI 
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FIRST PRIZE ATLANTIC: CIty 
1951 


WILL 
ADD 
TO 
ANY 
OFFICE 


i a BE ai 


Cut COLLATING COSTS 


Simple motions with both hands at the same time comply with latest principles to promote highest 
Efficiency yat minimum of fatigue. Assembly of Carbon with second Sheets is simple yet precise 
and easy. Hands do not touch the Coated surface of the Carbon, the assembly is completed with 
saving of time as well as automatic alternating of Carbons on each assembly, thereby wearing out 
each sheet of Carbon evenly, saving on purchase of Carbon. 

This patented device is the result of much study by our Engineers who have made obsolete the 
old ''Model T'' methods of assembly of Carbon for manifold work in an Office. 

This Kopy Aligner Device was awarded FIRST PRIZE for both Appropriateness and ECONOMY at 
Atlantic City at the Annual Convention of The National Paper Box Manufacturers Association 1951. 
Kee Lox will back up this wonderful device using Kee Lox Kopy Aligner Carbon by sending to 
ANY SECRETARY or PURCHASING AGENT, FREE, no obligation whatever, one Box with 25 Sheets 
of Carbon, the size you use, if requested on the Letterhead of your Company. Only a small 
request of you, but the samples we send will repay you many, many times over. 





Please mail at once 
KEE LOX MFG. CO. 
ROCHESTER I, N.Y., U.S.A. 
Please send FREE samples and Box as above to 


We use Machine, check please 
Electric Noiseless Standard 


eel 


THANKS 


— Maximum Copies at one time......... Eo 60 pSee esos CUSSED ENKWedRhCbAbe cH sb awdaces 
Write on Letterhead and attach one Second sheet used in Manifolding. 
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this will INCREASE your sales 


and your profits too. See this colorful new counter display at 
the N.S.0.E.A. Exposition in Chicago this month. Stop in and 
bring yourself up to the minute on the entire 1952 line of 
Hotchkiss Stapling and Tacking Equipment. 


See how the low-priced Hotchkiss Bantam puts a rounded clinch 
on the staple that won’t catch on clothing or underlying papers 
in a pile . . . and remember it is the ‘‘only stapler in its price 
class that uses standard staples.” 


Test the stapling power of the Hotchkiss-5 on a stack of pepers 
and see why it’s the favorite in thousands of offices. Try out 
the Hotchkiss Stapling Pliers that speed the manufacture of the 
famous Goodyear Military Blimps. See how the Hotchkiss Star-18 
Automatic Tacker and the Stapl-On Stapling Hammer are made 
to earn their way for everyone who handles or uses them. 

Yes, you'll miss a bet if you don’t see the 1952 Hotchkiss Line 
and get the time-tested, profit-making Hotchkiss Proposition 
when you're in Chicago, September 22-26, 1951. In the broad 
and profitable field of stapies and stapling equipment, you'll 
find why there’s magic in the “first and oldest name in 
stapling’ . . . and money in the cash register for you. 


Norwalk 1, Connecticut 
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> for INCREASED OFFICE 
. EFFICIENCY! 


A SAFEGUARD HUMIDIFIER 
Automatically adds 30% more humid- 
ity per room. Saves fuel — Safeguards 
your health — Can’t Spill — No Mess 
— Works Anywhere. 


B SAFEGUARD AIR-IN VENTILATOR 
Permits a continuous draft-free change of air 
winter or summer. Prevents rain or snow from 
entering room. 


SAFEGUARD CHECKWRITERS 

Your assurance of complete bank account pro- 
tection. Models H - K - International - Voucher 
with security lock. 


SAFEGUARD “LOWSTON” D-R-T 

Keeps typewriter type clean, as shiny as silver— 
no liquids — no soiled hands — economical — 
long lasting. 


RITCHIE CUSHION—For All Business Machines 
Prevents sliding, noise, vibration, resulting in 
reduced office fatigue and increased office 
efficiency. 








A MARK OF LEADERSHIP 


Dealers and Distributor inquiries please wire or write 


SAFEGUARD CORPORATION 


Lansdale, Pa. 
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R.C.Allen CASH REGISTERS 
y evely business 


MODEL 100 


MODEL 315 


HMAOCDEL 100 Complete with many standard features. 
‘Ideal for businesses needing a small capacity, low-price 
machine. 6 columns, totaling capacity 999.99 


MODEL 315 Itemizing receipt-issuing cash register for 
food stores, cafeterias, liquor stores—for all businesses 
handling multiple item sales. Grand Total of entire day's 
receipts available by touch of single key—Departmental 
keys classify sales. Paid-Out . . . Tax Key. . . Item 
Count and many other features 


MODEL 200 A 7-column, hand-operated 

Combination which records cash, charge, 
received-on-account and paid-out transactions. Segregates 
sales by clerks, departments, commodities. Visible 

dials , . . enforced designation 


MODEL 200 
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R.C.Allen TYPEWRITER... 
better Z/ mays 


MODEL 611 


Typing is easier because the R. C. Allen has all the features. Smoother acting line space lever 
... instant margin set . . . new touch .. . self-centering bail . . . and 23 other features. They all 


combine to make a typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” is an item of reputation. . . pre-sold 
for you through continuous and intensive national advertising of the R. C. Allen name. It always 
pays to sell the best. 

Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Mich, 
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keys ? 
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Copies: 
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hows 
the platen? 


wee kind 


of paper? 








Mix well and consider thoroughly 


Here are the ingredients—just in case 
bu’d like to know what goes into the proper 
Blection of carbon paper. You see, since 
re’s such a wide range of difference (and 
sults) among eyen the finest brands, it 
@ally takes a ribbon and carbon expert to 
ime up with the right answer. 


So when your local Columbia ribbon 
and carbon representative or stationer’s 
salesman comes a’calling, don’t take him 
lightly .. . don’t shoo him away. His experi- 
ence is valuable to you. He has been specially 
trained to help you get greater satisfaction 
from typewriter ribbons and carbon papers 
and save money in the bargain. He can show 
you how seemingly little things like ribbons 
and carbons can lift the spirits of your office 
force and improve its efficiency. 


Find out! Greet the Columbia man 


with an open mind the next time he stops in. 
Should you have a ribbon or carbon problem 


now, tell us about it—a Columbia 
man will call at your convenience. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 


101-9 Herb Hill Road, Glen Cove, L. I., New York 


New York Sales and Export: 58-64 West 40th Street 
Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


Columbia 
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Books 


SYSTEMS ANALYSIS FOR EFFECTIVE ADMINI.- 
STRATION by Norman N. Barish, Funk & Wag- 
nalls Co., New York, pp. 316, $5. 


How to design, evaluate, sell, and in- 
stall systems and how to prepare systems 
reports and procedures. Principles and 
practices in the operation of a systems 
department are discussed in detail. The 
way to organize to control the systems 
of a business and to administer a systems 
program, are included. There are numer- 
ous examples of how various aspects of 
systems and procedures analysis are ap- 
plied in leading businesses of different 
types. The author is associate professor 
of management engineering and secre- 
tary of the College of Engineering at 
New York University. This book is 
probably the most complete treatment 
of office systems and procedures that has 
yet been published and its approach is 
such that the ‘‘beginner’’ will find it 
invaluable while the experienced systems 
analyst should find in it much of interest. 


ACCOUNTING FOR SECRETARIES, PARTS I and 
Il by F. Blair Mayne & Gerald Crowningshield. 
McGraw-Hill Book Co., New York, pp. 338, $3. 


Presents the theory and practice of 
bookkeeping in its simplest form with 
emphasis on forms and procedures for 
secretarial students. Non-technical ap- 
proach through cash records before mer- 
chandising accounts and accruals are in- 
troduced. Workbooks also published. 


THE SECRETARY’S SPELLER by Mary Elizabeth 
Chute. Rinehart & Co., New York, pp. 193, 
$2.25. 


Lists words most frequently used in 
business correspondence with correct 
syllabification and definitions of words 
used in special fields. Also contains a 
gazetteer of prominent cities. 
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A GENTLE SQUEEZE... 


AND 


IT FLOWS WITH EASE 





«. SCORES 
ZT SD AGAIN! 


DRI-RITE BLACK 
DUPLICATING 
... it’s another 
new product by 


Conode 








AN EXCELLENT 
NEW INK IN A 
STRIKING NEW 


Pachage ! 
































THE SINEST 
RESULTS ARE 
OBTAINABLE 
WITH ODRI-RITE 
BLACK INK. 

1. No slip sheet- 
ing on any 
mimeo bond. 

2. No slip sheet- 
ing on some rag 
stock. 

3. Extra black 
copy. 

4. Laboratory 
controlled. 

5. Does not de- 
stroy any sten- 
cils. 

6. No clogging 
in the pad. 

7. For open or 
closed drums. 

8. Will not hard- 
en in the cylin- 
der. 

9. Climate proof, 
10. Canode Dri- 
Rite Duplicating 
ink guaranteed 
as above. 





The advantages of this & 
oz. Squeeze-It plastic 
bottle are many. 


Almost every drop of ink 
can be removed in a flash. 
This is not possible with 
other type containers, 


Shipping weight is less, 
and of course the Squeeze- 
It bottle can not he 
broken or dented. 


The Squeeze-lt bottle is 
translucent — makin a 
beautiful display of col- 
ored inks and also blacks. 


The Squeeze-it bottle is 
available with Canode 
products: Rapid Dry Red, 
Blue and Green, and the 
new Dri-Rite Black. 


Conode, 


PRODUCTS BY 


INK SPECIALTIES 
CO. INC. 


523 N. Halsted S¢., 
Chicago 22, Ill. 




















the Wood Cabinet 
that’s built for 


Permanent Use 





al comes A0Ulating card file 4 


Remington Rand Remwood File is TRAYS MEET ALL TAB CARD 
de to give top efficiency for many, many HOUSING NEEDS 
ars. It is precision-built by the same pains- 


1. Rabbeted for strength 


g craftsmen that produce the famous 
ary Bureau furniture. Large capacity 2. Attractive plastic hardware 

fys of birch slide easily on hardwood 3. Steel clutch compression follower 
cleat suspensions. The same exclusive Gray- 
Rite finish and outer dimensions as Rem- 
ington Rand steel units. All front surfaces 
(except drawers) are“DensiwooD”*, treated 
for splinter-proof durability. Ask your local 
office about Remwood Files, or write for 
descriptive material LBV584. Address: 
Management Controls Reference Library, 


Room 1334, 315 Fourth Ave., New York 10. 
*Trade Mark 


4. Four-square construction allows stacking 


5. Safe, positive drawer stop 





Swank’s Simplified Accounts 
Receivable and Credit System 


GEORGE J. KELLEY 
Assistant Controller, Swank, Inc., Attleboro, Mass. 


E, of course, use a lot of modern 

office machinery, but we think that 

we have developed something for 
our accounts receivable and credit de- 
partment that is really streamlined, 
fast, and accurate, even though the 
essence of the system dates back to 
horse and buggy days. In those days, 
the corner grocer made out a sales slip 
for each customer when a purchase was 
made during the month. At the end 
of the month he accumulated these sales 
slips, totalled them and presented the 
customer with a total owed the store. 
When I first show our system to an 
outsider, I can see by the look upon 
his face that he is thinking that there 
must be something wrong with us. 
Usually, however, after seeing the re- 
sults obtained, the ecbserver becomes 
quite enthusiastic and starts thinking 
how this system in his company would 
save filing space, personnel, time and 
money. 

Before describing the system that we 
use at Swank, I would like to tell 
you how much business is handled with 
it and what savings we have made and 
expect to make. In rush periods, we used 
to fall behind in our posting and had 
to work many hours overtime to try to 
keep up with the cash receipts and bill- 
ings. Now postings no longer accumu- 
late, and they are handled by fewer 
bookkeepers than we had before. Now, 
1,000 invoices can be posted within 15 
minutes per day. 

We can post easily $100,000 to $200,- 
000 cash a day. We have eliminated 
entirely a cash receipts book and our 
records are much more complete. Form- 
erly one bookkeeper used to struggle to 
keep 1,500 accounts posted. Now a 
bookkeeper can do all posting and take 
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trial balances on from 3,500 to 4,000 
accounts, and with ease. . We saved 
over $30,000 the first year that we 
changed from our bookkeeping machines 
to our Swank system, and we are sav- 
ing more and more each year as we 
perfect it. 

There is no mystery to this. In fact, 
it is ridiculously simple. To post an 
invoice, the bookkeeper merely files the 
invoice in the folder or pocket that has 
the customer’s name on it. When the 
customer pays the invoice, the book- 
keeper removes it from the file and 
stamps it paid. Basically, it is as simple 
as that. Of course, controls are neces- 
sary and we had to develop a method 
of posting to an account when a cus- 
tomer underpaid or overpaid. We use 
a combination of inverted visible ecard 
files and Pendaflex folders. Any type 
folder probably could be used, however, 
depending on size of the invoice, num- 
ber of accounts, ete. 

Two years ago, before the system was 
used, we had four employees who had 


The author at his desk. 














final decision as to credits and collec- 
tions. Now we have only one, and he 
operates an additional department be- 
sides the accounts receivable and eredit 
department. This, again, is the result 
of our system, the proper training of 
employees and adherence to the “pro- 
motion from within” policy of the com- 
pany. 

Training time for a bookkeeper with 
the machine system took anywhere from 
six months to a year. Training time 
for a bookkeeper under our new system 
is complete in 60 days and it is not 
necessary for the bookkeeper to have 
any previous bookkeeping experience. 

The next step up from a bookkeeper 
is the credit clerk who takes care of 
the preliminary credit work for 3,500 
to 4,000 accounts. The training time 
is six months. The next step is corre- 
spondent, time for which job is about a 
year, on top of the training received as 
a general office clerk, bookkeeper and 
credit clerk. The correspondent is 
respecially trained to write sincere, 
#friendly business letters to collect an 





account; to obtain and interpret cur- 
rent credit information and, within 
limits, is authorized to approve orders 
referred to her. 

With this highly trained group, it is 
usually necessary to refer only the most 
complicated or serious accounts to the 
manager of the department. The super- 
visor usually meets with the manager 
the first of each morning and within 
two hours or so the decisions are made 
and action taken on these accounts. 

Perhaps this team might be looked 
upon as a group of specialists. A great 
deal of time is spent by the manager 
of the department in training the group 
in sections and the employees individu- 
ally. We have tested the length of 
time it would take to obtain complete 
information on an account ineluding 
past history, ratings, items open on the 
account, paying experience, credit 
limits, number of form letters sent to 
the customer, ete., and find we ean 
obtain and consolidate all this informa- 
tion within an average of two minutes. 

Creative spirit is encouraged at 


A general view of the credit department in the offices of Swank, Inc. 
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Lorraine Fontneau 
works in the credit 
department of 
Swank, Inc., at At- 
tleboro, Mass. 


Swank and is really paying off with this 
system. Constantly new ideas are be- 
ing tested and many of them are put 
into use. 

The basie idea did not originate with 
Swank, but as I said in the first part 
of my story it started back in the days 
when the grocery store kept the sales 
slips. A well-known manufacturer of 


office equipment built and sold equip- 


ment that would use this system. How- 
ever, we have elaborated on and de- 
veloped this idea to such an extent that 
it is often referred to as the Swank 
system. We have been welcoming visi- 
tors from many parts of New England, 
have shown them our system and 
answered questions about it. 

Our accounts receivable controls 
represent the accounts located in groups 
of states. For instance, one control 
represents our customers in Illinois, In- 
diana and Michigan. Accounts receiv- 
able copies of the invoices are sent 
from the billing department to the 
eredit department with a control total. 
The credit department recaps the in- 
voice by accounts receivable controls 
and balances to the billing machine 
totals. These two recaps must agree 
before any posting is made to the ac- 
counts receivable controls. 

Invoices are then sent to the book- 
keepers who enter the total on their 
control sheets in a column provided for 
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invoices. The same procedure is used 
for merchandise credits. Postings to the 
individual accounts are made by plac- 
ing the accounts receivable copy of the 
invoice in the customer’s pocket or 
folder. 

You can readily see that posting a 
charge or credit to an account under 
usual methods means locating the ledger 
card, placing it in the machine, typing 
the date, number, beginning balance 
and amount of invoice; then refiling 
the ledger card. Under our system the 
entire motion is limited to filing the 
invoice, which corresponds to filing the 
ledger card back in place. This saves 
a great deal of time. 

Accounts receivable copies of the in- 
voices are green and the eredit copies 
are pink. This color system is fol- 
lowed for charges and credits of any 
other kind. Special procedures have 
been devised for charging an account 
for underpayments and crediting for 
overpayments, following our color sys- 
tem. A bookkeeper can easily reconcile 
daily cash postings by merely adding 
all green papers and subtracting the 
pink ones. This gives her the gross 
cash for that day’s postings to a eon- 
trol. 

When cash is received by the cashier, 
she divides the envelopes by accounts 
receivable controls before opening them. 
She then takes one control at a time 


61 








STANDARD PRACTICE LRG THUCTI OND 


ua, INC. CREDIT GRrartenst 


; Tixke wanual 22 assigned to you for use in bcliping goo to wderetand 
your jo> anf proper procedures tc be uset Ls dving that fob oovrectiy 
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The credit department employee manual of Swank, Inc., describes each clerical step, outlines 
duties and authorizations, shows examples of many of the procedures and contains samples 
of the forms used with typical entries. All employees get a copy, regardless of their job, so 
that everyone in the office knows how their individual work fits into the entire system. 
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and separates the checks from their re- 
mittance advices. If there is no remit- 
tance advice, she prepares one by 
slitting the envelope at the ends as well 
as the top, and uses this envelope as a 
remittance advice because it already has 
the customer’s name and address on it. 

When the checks and remittance ad- 
vices are divided into these two groups, 
they are both added to see if they agree. 
Remittance advices go to the book- 
keeper who uses them to remove paid 
invoices from her file and posts the 
total to her control sheet. When the 
posting for the cash is completed, she 
turns in a report to the cashier show- 
ing gross postings, less discount, less 
any other type of deduction and net 
cash. The cashier summarizes these re- 
ports from the nine controls and one 
report is given to the bookkeeper to 
make a one-line posting to the cash 
book. 

If an account is transferred from one 
control to another or an invoice is trans- 
ferred, the entry is made on the control 
sheet for each control. 

The: bookkeeper takes her trial bal- 


anees by adding the charge invoices and 
deducting the credits in her controls. 
This should agree with the balance of 


her control sheet. If not, it is easy to 
check column totals with recap sheets 
and control sheets of the other book- 
keepers. In this way, any error is iso- 
lated to one type of transaction and 
in many eases to a particular trans- 
action, and correction can be easily 
made. 

One big advantage of this system is 
that if any question arises on a particu- 
lar charge to a customer, it is not neces- 
sary for us to refer to a ledger card 
and from there to a file to obtain a par- 
ticular invoice. If a customer writes 
to ask for a duplicate invoice, the in- 
voice is immediately available and we 
can quickly prepare a duplicate. <A 
vendor in our type of business always 
has many requests for duplicate in- 
voices. Typing of duplicate invoices 
previously required the services of one 
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to two girls.. Now one girl handles this 
in less than two hours a day. 


If a customer writes about a particu- 
lar type of merchandise he received, 
it is not necessary to refer to the ledger 
card and then obtain copies of the in- 
voices from various other files to find 
out which invoice he is talking about. 
We merely pull out the invoices from 
the pocket assigned to his account and 
quickly find the invoice he refers to, be- 
cause of the complete description on 
the invoices in his account. 

Posting errors, of course, are con- 
siderably minimized because posting an 
account is not just an invoice number 
and amount but is a complete invoice 
itself showing complete name and ad- 
dress. It is diffieult to make an error. 
If one is made, it is easy to correct. 

Our credit and collection procedures 
have also been tied into this system. 
We receive from 1,000 to 1,750 orders 
a day, and all orders must clear the 
credit department within two hours 
after receipt. The credit clerk approves 
orders for her accounts as long as the 
order keeps the account within the 
credit limit and as long as the account 
has no past due items. If the account 
does not fulfill these requirements, the 
credit clerk refers the order to the 
correspondent who obtains current credit 
information and, if possible, approves 
the order. If she cannot approve the 
order within her authority, she takes 
the information and order to the super- 
visor who gives approval if possible. 
If he does not think the order should 
be approved, it is referred to the 
manager of the department for final 
determination. 

Similar steps are taken in colleet- 
ing an account. The credit clerk sends 
out the first three form collection letters 
and flags slow accounts by inserting a 
visible signal on the top of the pocket 
or file. When the credit clerk has sent 
three letters and payment has not been 
obtained, she refers the account to the 
correspondent who sends out personal 
letters. As mentioned before, the 
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correspondent is trained to write a 
courteous, friendly business letter and 
is given authority to take any steps up 
to point of final demand. Final demand 
on an account must be approved by the 
supervisor. Approval must be obtained 
from the manager of the department 
to place an account with attorneys for 
collection. 

A eard that is inserted in the pocket 
or folder indicates the customer’s name 
and address, the time the account is 
apened, the person who authorized the 
opening of the account, special informa- 
tign, credit limits, methods of paying, 


férm letters which were sent out and 


any other information needed. Eacu 
eustomer has a correspondence folder 
which contains letters to and from the 
customer, and credit reports. 

The details for operating the Swank 
system explained above are, of course, 
brief. We have developed a credit de- 
partment manual which describes each 
step, outlines duties and authorizations, 
and shows illustrations of many of the 
steps and the procedures. This manual 
is very helpful to new employees and 
each employee is assigned a copy re- 
gardless of his job so that everyone in 
the office knows how her job ties in 
with the overall system. 





| Government 
Moves Into 
Washington's 


fice ng 


/new General Accounting 


Office Building in Washington, D. C., can house 


HE new General Accounting Office 

Building in Washington, D. C., with 

995,600 sq. ft. of usable space, is 
the second largest Government - owned 
office building. The Pentagon in Arling- 
ton, Va., remains first with 3,591,156 
sq. ft. of space. The newer building was 
designed specifically to accommodate 
filing equipment and large scale busi- 
ness machine operations peculiar to the 
functions of GAO. The building is 
block-type, 7 stories high and con- 
structed of limestone. It has no courts 
or wings, so gets the maximum usable 
floor area within the limits of the site 
while conforming to the restriction 
upon the height of buildings in the 


10,000 


Government office workers. 





District of Columbia. 

Located on the block bounded by G, 
H, Fourth and Fifth Streets, North- 
west, the building contains 50 miles of 
fluorescent tubing and 3,500 incandes- 
cent fixtures and 1,096 aluminum win- 
dows of an inswinging casement type 
that facilitates cleaning from the in- 
side. There are two flights of escala- 
tors, from the first to the fifth floor, 
capable of handling 8,000 persons an 
hour at a speed of 90 ft. a minute; and 
12 elevators. 

Basement parking facilities accom- 
modate 800 cars. A _ centrally-located 


50,400 sq. ft. cafeteria on the third 
floor has six serving lines, two snack 
bars and can seat 1,500 employees at 
a time. The air conditioning system has 
a capacity of 4,200 tons and is capable 
of cooling and circulating 1,900,000 
gals. of water a day. The new GAO 
building contains the world’s largest 
non-military switchboard which also 
serves the National Production Author- 
ity and the Defense Production Admin- 
istration with its 5,000 PBX connee- 
tions. The building was designed by 
Publie Buildings Service architects and 
constructed at a cost of $25,400,000. 





Procedure Control Prevents 
Unnecessary Paperwork 


MILTON REITZFELD 
Management Consultent, New York 


controlling systems and procedures 
is like the barn that has been 
locked after the horse is stolen. Systems 
personnel spend the majority of their 


A covcting x without means of 


time answering “fire bells” to revitalize 
worn and obsolete methods and change 
those that fail to produce desired re- 
sults. More progressive management 
makes some effort toward controlling 
procedures but the best of this with few 
exceptions is loose, weak and inade- 
quate. 

Conscientious supervisors sound the 
alarm for technical staff assistance upon 
the appearance of backlogs, need for 
overtime, low productivity, inadequacy 
of procedures, and poor equipment. It 
is the out-of-ordinary supervisor who 
ean spot a flaw in a system as soon as 
it develops. Poor and inadequate pro- 
cedures usually run downhill for a per- 
iod of time before deficiencies become 
obvious enough for recognition by the 
layman. That old adage of not being 
able to see the trees for the forest is the 
simplest way of explaining this. 

The analyst is called in to save a 
situation long after a defective method 
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has run its course—a period during 
which valuable manyears of labor, dol- 
lars of material, equipment and space 
have been unnecessarily wasted. Were 
there a means to detect incorrect me- 
thods before they are allowed to dig into 
company overhead and profits, this 
waste could be prevented. Such a tool 
is available to all who would use it. 

Methods and procedures can be con- 
trolled to assure they are the best hu- 
manly possible at a given time. To em- 
phasize the utility of the process as 
well as name it, the writer calls the tech- 
nique procedure control. For further 
clarification a definition is in order: 
procedure control is that means whereby 
methods and supporting equipment are 
reviewed, tested and analyzed to de- 
termine necessity, flaws, and shortcom- 
ings before they are approved for in- 
stallation. Procedure control assures 
the one best way. 

Like all delicate instruments, the ef- 
ficacy of procedure control depends 
upon proper application. Mention was 
made earlier of attempts of more alert 
management to control methods. The 
majority of these companies employ the 
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technique of forms control for this pur- 
pose based on the premise that new pro- 
cedures require new forms and that the 
request for new records to a reviewing 
unit will reveal impending systems and 
subject them to analysis. 

There are many loopholes in this rea- 
soning. Many new procedures have no 
need for new forms. A large number of 
forms control programs concern them- 
selves with only technical design and 
duplication of records. This is true for 


a variety of reasons, some of which are: 


the inability of form technicians to make 
Procedural analyses, delegation of forms 
lesign and review to a minor role; some- 
times complete separation of the forms 
ontrol installation from the methods 
mit. Government agencies, in particu- 
ar the Department of Defense, control 
bports in addition to forms. Reports 
fontrol is similar to forms control in 
mat it is designed to eliminate unneces- 
ry reports and streamline the pre- 
ration of others. Requiring new 
ports to be screened reveals many new 
Brocedures. Personnel assigned to this 
ask are usually trained and experienced 
method analysts. However, it cannot be- 
Spme a perfect floodgate since all new 
procedures do not culminate in reports. 
Hence adoption of a procedure control 
gram is necessary to build a dyke 
ainst rising administrative costs. 
|Success of procedure control requires 
p complete support of top manage- 
fent. This truism is inserted as prop- 
aganda to assist all methodology now 
amd proposed. Installation of the pro- 
gzam should take the form of a directive 
@ all department heads and supervisors 
equiring that they submit new pro- 
cedures in writing to a methods unit 
(procedure control installation) for re- 
view and approval. The degree of re- 
view undertaken by analysts is depend- 
ent upon the type of procedure and its 
importance to the organization. Pro- 
vision should be made for round table 
discussions by department heads and 
staff personnel, and for arbitration by a 
high level executive when disagreements 
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arise. Allow for speedy approval or 
disapproval and interim procedures to 
prevent loss in production. 

Procedure control does not preclude 
the necessity for forms and reports con- 
trol, nor does it eliminate trouble-shoot- 
ing and periodic audits. All these checks 
are necessary for complete and adequate 
control of paperwork costs. Procedure 
control does reduce overhead costs over 
and above results obtained from screen- 
ing reports and forms by disallowing 
costly and unnecessary or inadequate 
methods to exist. Overhauling faulty 
procedures already in operation reduces 
costs only after the system has been al- 
lowed to run rampant. Reviewing pro- 
cedures before installation reduces the 
time and effort of analysts spent in sur- 
veys. It is easier and cheaper to review 
a proposed system and remove its minor 
ills than after it has been allowed to 
grow and develop a full-blown cancer. 
Managements that employ procedure 
control techniques can be assured their 
methods units operate at maximum ef- 
ficiency with minimum personnel. 


Throughout this paper, the writer has 
discussed method analysts. Employment 
of such technicians presupposes the 
operation of a large enterprise. Small 
firms should not pass off procedure 
control as a tool of only big business. 
On the contrary, companies whose office 
managers, chief accountants and similar 
supervisors are responsible for adminis- 
trative procedures would do well to 
adopt this technique. Reviewing paper- 
work methods by such administrators 
poses no hardship and should pay hand- 
some profits. Small and medium size 
firms faced with the installation of a 
major administrative procedure should 
refer the proposed method to a private 
consultant for his review and comment. 

Controlling procedures by review 
prior to installation is not a cure-all. It 
is, however, another avenue for manage- 
ment to utilize in reducing paper costs. 
It acts as an influence against un- 
necessary overhead and red tape and as 
such merits adoption by all. 
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Stationery & Office Equipment 

Assn. has become recognized as the 
outstanding trade association confer- 
ence and plans for the 45th annual 
meeting Sept. 22-26 at the Stevens 
Hotel, Chicago, indicate that this year’s 
will be the greatest ever. Utilizing the 
complete facilities of the world’s largest 
hotel, the program will bring outstand- 
ing speakers to the business sessions 
and include an exhibit covering all 
types of products of the industry. In 
addition, the hours not devoted to busi- 
ness and exhibit activities will be filled 
with the finest available entertainment. 


Aptness of the theme of this NSOEA 
convention — “Offices .Make Defense 
Business Possible”—is apparent to all 
members of the industry as well as to 
all consumers of office supplies. Yet 
the largest single user of office equip- 
ment and supplies, our federal govern- 
ment, has not yet seen fit to permit 
even firms doing defense work to use 
a DO rating to secure paperwork sup- 
plies. When the Defense Production 
Administrator himself appears before 
this convention, perhaps he will give 
some reason for his department’s lack 
of foresight in this regard. But what- 
ever reason he may offer, the fact re- 
mains that no business, including de- 
fense business, can proceed efficiently 
without the supplies and equipment to 
conduct its office work. Sooner or later 
the DPA will have to acknowledge this 
fact and it would be particularly ap- 
propriate if its administrator were to 
make the announcement at this meet- 
ing. 

There will be three general sessions 
to which all divisions of the association 
are invited. These are on Monday, 
Sept. 24, 9:30 am. to noon; Tues., 
Sept. 25, 2 to 5 p.m., and Wed., Sept. 
26, 9:30 am. to noon. Speakers at 
these sessions will include Manly 
Fleischmann, Defense Production Ad- 
ministrator; Robert Kazmayer, author- 
ity on international affairs who returns 
from Europe just a week before he ad- 


Ts annual meeting of the National 
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Stationers Plan 
45th Annual 
Convention and 
Exhibit in 


Chicago, 
Sept. 22-26 


dresses the convention in Chicago; Dr. 
Donald A. Laird, well known industrial 
and business psychologist; Fred Smith, 
industrial relations expert; Dr. Norman 
Vincent Peale and Dr. R. F. Patterson, 
two of the country’s most inspiring 
speakers; Millard Bennett, one of the 
greatest salesmen of all time. Paul B. 
Buckwalter, sales manager, National 
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Blank Book Co., will also address a 
general session, as will Paul E. Bur- 
bank and Zae Smith. Mr. Buckwalter’s 
presentation will attempt to inform 
dealers just what is going to happen 
to their individual businesses in the 
days that lie ahead. The association 
procured the services of Dr. Ralph De- 


work required for Paul Buckwalter’s 
talk. 

A new schedule of exhibit hours has 
been announced for this year to give 
dealers more time to talk with their 
manufacturers and suppliers. The ex- 
hibits will open Sat., Sept. 22 at 1 p.m. 
for the advantage of early arrivals who 


Armond Cies of Boston for the research will have until 9 p.m. that evening to 





Speakers at the NSOEA Convention 


MONDAY MORNING, SEPTEMBER 24 
REPORT OF THE PRESIDENT: Zac Situ, Zac Smith Stationery Co., Birming- 
ham, Ala., President, NSOEA. 


UNCLE SAM AT HOME AND ABROAD: Rosert KazMmayer, Authority on 


International Affairs. 


MONDAY AFTERNOON, SEPTEMBER 24 
'-A YEAR OF MOBILIZATION PROGRESS: MaAnty FLEIscHMAN, Administrator, 


Defense Production Administration. 





TUESDAY MORNING, SEPTEMBER 25 
> DEALERS’ DIVISION MEETING: Grant Howarp, Howard & Stofft, Tucson, 
> Arizona, presiding. 
7 QUESTIONS AND ANSWERS: Paut E. Bursanx, General Manager, NSOEA. 
~ MANUFACTURERS’ DIVISION MEETING: Harry E. Fettowes, Bankers Box 
Co., Chicago, presiding. 
WHAT I WOULD DO IF I WERE A MANUFACTURER IN TODAY’S MARKET: 
Harry Buice, Assistant to the President, Horder’s, Inc., Chicago. 
HANDLING THE “NEW STYLE” SALESMAN: Dr. Donatp A. Latrp, Psychol- 
' ogist, Lebanon, Ind. 


FIELD DIVISION MEETING: R. A. Racan, American Pad & Paper Co., Chicago, 
presiding. 


5 TUESDAY AFTERNOON, SEPTEMBER 25 
Precunique OF SUCCESSFUL LIVING: Dr. Norman Vincent Peate, Minister, 
Marble Collegiate Church, New York. 
MANAGEMENT’S JOB OF SELLING LABOR: Frep Smirn, Vice President, 
Industrial Relations, Wm. Powell Co., Cincinnati. 


THE “3” GOLDEN KEYS: Mitrarp Bennett, President, Business Economists, 
New York. 


WEDNESDAY MORNING, SEPTEMBER 26 


MAIN STREET, U. S. A.: Paut B. Buckwatrer, Sales Manager, National Blank 
Book Co., Holyoke, Mass. 


WHAT'S WORRYING YOU: Dr. R. F. Patrerson, Dean of the School of Busi- 
ness, University of South Dakota. 
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cover the displays. Every available 
foot of exhibit space in the hotel has 
been sold and displays will oceupy the 
basement level, and the third and fifth 
floors. Exhibit hours on Sun., Sept. 23, 
are 1 to 9 p.m.; Mon., Sept. 24, 2 to 9 
p-m.; Tues., Sept. 25, 5 to 9 p.m. and 
Wed., Sept. 26, noon to 6 p.m. Visit- 
ors who do not register for the full 
convention will be charged admission 
to the exhibits. Members voted this 
new procedure to prevent persons out- 
side the industry from overcrowding 
the attractive exhibit areas and making 
it difficult for member-dealers to meet 
and talk with the exhibitors’ represen- 
tatives. This, together with the new, 
uninterrupted schedule of exhibit hours, 
should allow all registrants an oppor- 
tunity to contact every exhibitor they 
desire to meet. 

The three divisions of NSOEA will 
hold their respective meetings on Tues- 
day morning, Sept. 25, at 9:30. The 


distributors’ division will meet as be- 
fore in the adjacent 8th Street Theater. 
The manufacturers’ division will meet 
in the Upper Tower Ballroom while the 


field division will meet in the Lower 
Tower Ballroom. The programs of each 
of these meetings have been changed 
somewhat from previous years and 
should be exceptionally interesting to 
those attending each meeting. 

General manager Paul Burbank has 
been requested to attend the distribu- 
tors’ division meeting and answer ques- 
tions from an individual viewpoint in- 
stead of the panel method of former 
years. It was demonstrated during the 
spring regional meetings that there is 
a great need for clarification of govern- 
ment regulations as they pertain to this 
industry and up-to-date material will be 
available to dealers at this time. 

The manufacturers’ division has 
asked Harry Buice, former general 
manager of Ivan Allen Marshall Co., 
Atlanta, and now assistant to the presi- 
dent of Horder’s, Inc., Chicago, to tell 
them of the dealers’ need of cooperation 
from the manufacturers. 


Tue Orrice—September, 1951 





ZAC SMITH 
NSOEA President 


PAUL E. BURBANK 
NSOEA General 
Manager 


As always, an outstanding entertain- 
ment program will be offered both the 
ladies and gentlemen. Lew Diamond of 
Music Corp. of America, will again ar- 
range to have top acts appear from 
famous Chicago clubs and Benny 
Sharpe’s orchestra will play for dane- 
ing following the floorshow on Tues- 
day evening, Sept. 25. The following 
evening will see the annual banquet set 
in the Stevens’ huge, newly decorated 
Grand Ballroom. The presentation of 
awards will follow the banquet and 
again there will be dancing, this time 
with Lew Diamond’s orchestra until 1 
a.m. While the ladies are unescorted, 
they will attend a get-acquainted break- 
fast on Sept. 24 in the Stevens’ Nor- 
mandie Lounge and that afternoon they 
will meet for tea in the Gold Room of 
the Congress Hotel. Tuesday they 
lunch at the Morrison’s Terrace Casino 
and Wednesday afternoon they will oc- 
cupy the entire main floor of the Schu- 
bert Theater where South Pacific is 
playing. Other special entertainment 
features have been arranged. 

Although all members are welcome 
to register on arrival in Chicago, earlier 
registration is urged because of the 
large turnout which this convention 
always attracts. Non-members, who 
otherwise must pay to see exhibits, 
might wisely join NSOEA and attend 
the full convention. Complete informa- 
tion can be had from the association’s 
headquarters at 740 Investment Build- 
ing, Washington 5, D. C. 














Controllers’ 
Conference 
Sept. 30— Oct. 3 


AYROLL controls, inflation, fed- 
eral, state and local taxation are 
among the topies to be discussed at 
e 20th annual meeting of the Con- 
ollers Institute, Sept. 30 to Oct. 3, in 
e Waldorf-Astoria Hotel, New York. 
inancial management techniques will 
explored at three general sessions. 
t one, E. J. Hanley, president, Alle- 
eny-Ludlum Steel Corp., Pittsburgh, 
ill present the management viewpoint 
“Controllership Today and Tomor- 
w.” The controller’s point of view 
ill be expressed by Daniel M. Shee- 
n, vice president, Monsanto Chemical 
.. St. Louis. E. C. Peet, vice presi- 
mt, Shell Oil Co., New York, will 
rve as moderator. 
| Joseph B. Fleming, systems consult- 
t to the Atomic Energy Commission, 
ort of New York Authority and Con- 
lidated Edison Co., will answer “Can 
ectronics Revolutionize Accounting?” 
# another technical session, to be fol- 
wed by a third on “Can Conventional 
ecounting Cope with Inflation?” 
peakers at the latter will be Carman 
. Blough, research director, American 
stitute of Accountants, and Arthur 
Jean, attorney, Sullivan & Cromwell, 
ew York. The moderator will be 
bert N. Wallis, assistant treasurer, 
Dennison Mfg. Co., Framingham, Mass. 
Walter W. Walsh, former Tax Com- 
missioner, State of Connecticut, and 
now partner in the New York law firm 
of Chapman, Bryson, Walsh & O’Con- 
nel, will conduct a symposium on state 
and local taxation in which the par- 
ticipants will include Henry L. Mag- 
giolo, Combustion Engineering-Super- 
heater, Inc.; Paul A. Reck, assistant 
treasurer, Sperry Gyroscope Co., Div. 
of Sperry Corp.;. Adolph Kalin, con- 
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New York 


troller, Hooper- Holmes Bureau; and 


Leo Mattersdorf, Mattersdorf & Allen, 
all of New York; and John MeFar- 
land, manager, tax dept., Sun Oil Co., 
Philadelphia. 

A quiz forum on “Federal Income 
and Excess Profits Taxes” will be di- 
rected by C. Rudolph Peterson, tax 
counselor, Lee, Toomey & Kent, Wash- 
ington, D. C., aided by the following 
panel of experts: Harold T. Swartz, 
Assistant Deputy Commissioner, In- 
come Tax Unit, Bureau of Internal 
Revenue; Vance L. Kirby, Legislative 
Counsel to the Treasury Department; 
Herman T. Reiling, Assistant Chief 
Counsel, Office of Chief Counsel, Bu- 
reau of Internal Revenue; Edmund L. 
Grimes, executive vice president, Com- 
mercial Credit Co., Baltimore; W. A. 
Cooper, in charge of tax dept., Peat, 
Marwick, Mitchell & Co., New York. 

H. E. Humphreys, Jr., president, 
United States Rubber Co., New York, 
will be guest speaker at the opening 


(Continued on page 133) 
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N unusually heavy program has 
been prepared for the 28th annual 


conference of Life Office Manage- 
ment Assn. to be held Sept. 24-26, at 
the Edgewater Beach Hotel, Chicago. 
Registrants will be welcomed on Mon- 
day morning, Sept. 24, by Ray J. Wet- 
terlund, president and general counsel, 
Washington National Insurance Co. 
Horace T. Polk, president of LOMA 
and treasurer, National Life & Accident 
Insurance Co., will describe how LOMA 
facilities can be used most effectively 
by member companies. The implica- 
tions of current economic trends on life 
office operations will be pointed out by 
Donald B. Woodward, 2nd vice presi- 
dent, Mutual Life Insuranee Co. of 
N. Y. Howard Ditman, controller, New 
York Life Insurance Co., will describe 
his company’s ten-year program for 
streamlining office procedures. The de- 
velopment and use of an organization 
manual in the small company will be 
the subject of Robert W. Edick, sec- 
retary, Provident Life Insurance Co. 
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LOMA 
Conference 
Sept. 24-26 


Monday afternoon’s session will open 
with a discussion of how clerical pro- 
duction can be increased by training 
personnel to read faster, by William D. 
Glenn, director, and Harold C. Cash, 
psychologist, Reading Institute, New 
York University. The economies at- 
tained with simplified ordinary policy 
forms will be told by C. W. Catlin, as- 
sistant secretary, Life Dept., Travelers 
Insurance Co. Home and field office 
procedures in paying death claims will 
be covered by C. A. Herschel, assistant 
secretary, National Life Insurance Co. 
(Vt.). Kenneth Bageant, cashiers di- 
vision manager, Equitable Life. Assur- 
ance Society, will describe his company’s 
method of selecting, training and super- 
vising branch office cashiers. There 
will be a reception in the ballroom Mon-: 
day evening. 

The members of the personnel admin- 
istration committee will conduct a panel 
program Tuesday morning on a variety 
of personnel subjects including selec- 
tion and rating of supervisors, employee 
testing, using physically handicapped 
office workers, training employees and 
controlling absenteeism. The speakers 
will be Sterling T. Tooker, secretary, 
Personnel Dept., Travelers Insurance 
Co.; Marion A. Bills, assistant secre- | 
tary, Aetna Life Insurance Co.; G. 
Egerton Brown, personnel executive, 
Sun Life Assurance Co. of Canada; 
James Greenwood, personnel manager, 
Massachusetts Mutual Life Insurance 
Co.; Louise M. Newman, personnel di- 
rector, Northwestern Mutual Life In- 
surance Co.; Paul W. Stewart, director 
of personal services, Prudential Insur- 
ance Co. of America. The annual busi- 


ness meeting of the association will 
(Continued on page 134) 














The Premium Plan for 
Measuring Office Work 


D. H. SUNDERLIN 
Managing Partner, Sunderlin Organization, Cleveland. 


HE measurement of office work 
should start with the operations that 
are most easily measured, proceed 
the more difficult routine type and 

nelude with those operations of a 

pervisory nature. Since the attitude 

labor is an important factor, it 1s 
st to start with operations which 
romise the greatest increase in earn- 
gs to the workers. This statement 1s 
sed on the probability of some 
orkers being underpaid or being more 
icient than others, which necessitates 
smaller increase in production on their 
rt to attain the expected rate of pro- 
ction. When an application is handled 
this manner and the performance ot 

e workers is published, it isn’t long 

fore the daywork persons desire to be 

cluded in the incentive application. 

Recording the quantity of production 

d the time spent on each operation is 

ite simple. Each operator is given 

| list of her operations together with 

e standard, and she records the num- 

r of units produced and the standard 

r the operation on a form. The fol- 

ring day, these forms are computed 

the payroll department to determine 

e premium earned. The time tor com- 

ting the premium earnings is roughly 

ve minutes so that the overhead on 
the plan including the five minutes spent 
by each clerk in making out the sheet 
amounts to ten minutes a day per opera- 
tor. This is offset many times by the 
average person doing twice as much 
work as was done previous to the appli- 
cation. 

Measuring the production is done by 
means of counters on typewriters, book- 
keeping machines, ete. We have even 
installed a counter on a sorter, so that 
the papers inserted were automatically 


counted. In many instances, weighing 
has been used to ascertain the number 
of documents and tabulating cards, which 
can also be counted by measuring with 
a rule when they are stacked. If count- 
by hand must be done, the allowance 
for counting one hundred pieces of 84” 
x 11” paper is .£8 of a minute. The 
standard for counting 5” x 3” cards by 
hand is 1.3 minutes per hundred. All 
standards are expected to be beaten by 
25% and the actual time taken is, there- 
fore, less than the amount quoted. 

In the main, the honesty of the opera- 
tors is relied upon for the correctness 
of the count. However, a crosscheck 
is so easy to make when the same 
papers are handled by successive opera- 
tors that dishonesty, which oceurs very 
rarely, is quickly discovered. Later, I 
shall mention the term “efficiency in- 
dex.” This, too, makes a claim of un- 
usually high production stand out like 
a sore thumb and such cases may be 
immediately investigated. Office incen- 
tives are practical when the reported 
production is accurate and not irksome 
to the operators. 

Our experience has led us to believe 
an hour of time study by a qualified 
observer is sufficient to establish a 
standard for most of the highly repeti- 
tive operations. This is significant be- 
eause it will enable you to realize that 
the time study procedure is not irksome 
from the operator’s standpoint and that 
it does not involve much time on the 
part of the engineer making the appli- 
cation. The standards for the so-called 
indirect are based on judgment rather 
than time study—after the engineer has 
been working in the department for 
several weeks, he has had ample oppor- 
tunity to judge the effectiveness of the 
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No matter how you look at it—from the standpoint of dependability, of dura- 
bility, of quality, or of price—a Burroughs gives you more. Burroughs adding 
machines are built by master craftsmen to perform better for a longer time ... 
are designed to give you the answers you need in the surest, simplest, thriftiest 
way possible—and to keep on giving them for years and years. So, be sure 
it’s the best—be sure it's a Burroughs. Call the Burroughs office near you 
today. It's listed in the yellow pages of your telephone book. 


BURROUGHS ADDING MACHINE COMPANY, DETROIT 32, MICHIGAN 


WHEREVER THERE'S BUSINESS THERE'S 


j A 
Burroughs = 





supervisor. 

Time studies are made of the opera- 
tions under actual working conditions 
and the standards or task allowances 
are determined after engineering 
analysis of the controlling factors. Time 
studies are not necessary in every case 
since data which have been thoroughly 
tested and now may be considered al- 
most as accurate as the standards in 
the Bureau of Standards in Washing- 
ston, are available. - As an illustration, 
Whe standard for typing words from 

pewritten copy is .055 minutes per 
30 key strokes, which is the way most 

unters are geared. Typing from hand- 

yritten copy is .060 minutes for 10 

mpressions while transcribing from a 

ictaphone or Ediphone record is .065 

inutes per 10 impressions. 

While it is desirabie for the method 

be consistent with good practice, the 

ndards usually are set on the method 
use at the time and revised at a later 
te if the method is improved. Office 
centives are practical when the 


ndards are equitable. 
When the standard has been set, job 


are written for each 
eration. In the case of repetitive 
erations such as billig, the job 
cifications are fairly simple, but for 
utine operations like those in a credit 
partment which in a_ small office 
uld be handled on a group basis, the 
ecifications must be very detailed and 
mplete. They frequently include flow 
rts by way of further explanation. 
veral benefits are derived from these 
ong which is the possibility of re- 
roducing the conditions under which 
the standard was set and checking it 
in case of dispute. The standard prac- 
tice also serves as a departmental 
record and basis for training new opera- 
tors. By its use the personnel depart- 
ment is informed of the job require- 
ments and the prospective employee 
may be given a better picture of the 
job prior to working on it. Since the 
standard is guaranteed against revision 
as long as conditions under which it was 
set remain the same, the standard prac- 


ecifications 
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tice constitutes an important part of 
that contract. 

In order for the money value of a 
given amount of work to be calculated, 
it is necessary to set a job premium 
rate. The salary is paid to the worker 
regardless of whether it is entirely 
earned and, in addition, premium is 
paid when 100% (the break-even point) 
is exceeded. The premium rate is usu- 
ally 60% of the base rate, to yield a 
20% increase in earnings for reaching 
incentive pace, which is 33% over 
standard. Assuming a base rate of 
$150 per month, the premium rate 

$150 
would be: x 60% equals $.52 
73 hours 
per premium hour. 

The guaranteed salary might be more 
or less than base rate, but the pre- 
mium computation would be as ex- 
plained. 

The method described we have found 
to be practical but there are many 
others following general factory incen- 
tive plans. One we had used but aban- 
doned made it necessary for the opera- 
tor to make up the difference between 
salary and base rate when the latter 
was lower, before premium could be 
earned. Office incentives are practical 
when they yield a high average wage, 
when computation is easily understood 





EARNINGS COMPUTATION 
ASSUME: 


$40.00 weekly salary ($1! per hour) 

1.05 base rate for job 

40 hours worked 

38.4 hours on standards 

52.1 hours earned 

13.7 premium hours (52.1—38.4) 
$1.05 X 60%=$.63 premium rate per hour 
13.7 X $.63—$8.63 premium 
$40 + $8.63—$48.63 total earnings for week 
$8.63 — $42—21.6% premium 
52.1 + 38.4—=136% performance 
There is no adjustment when salary is lower 
than the base rate nor when salary is higher 
than the base rate. 
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WANTED to SUBLET 


2 SQ. FT. OF OFFICE SPACE 


You have 2 sq. ft. of office space going to waste—if you don't 
have an OLD TOWN Spirit Duplicator working for you, 


What is a Spirit Duplicator? It's the ultimate in copying 
methods. It uses no ink, no stencils, no gelatine, no type, no mats. 
It's magic! 

Here’s all you do: 1. Write, type or draw on the master sheet. 
2. Without any intermediate steps, clip ‘‘master’’ to the drum. 
3. Press button, and Presto! the ‘‘presses”’ start running. Up to 
600 clear, clean copies instantly. Perfect registration in a single 
impression. Costs little more than a typewriter and anyone 


PW THwn Seve-Duplicaor 


AS ESSENTIAL TO YOUR BUSINESS AS A TYPEWRITER 


Old Town 


CORPORATION 


Manufacturers of typewriter ribbons, carbon papers 
and duplicating supplies since 1916 





OLD TOWN CORPORATION 
Brooklyn 17, New York 


I'm interested in hearing more about your Spitit? duplicator. 





NAME 





TITLE 





COMPANY 








ADDRESS 
PEE ASS. TC = ERS MERON GYRE SF on EARN 
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Is your switchboard a bottleneck? It is whenever it’s too 
busy with inside traffic to handle incoming and out-going 
outside calls! 


TAKE THE LOAD OFF YOUR SWITCHBOARD 
SELECT-O-PHONE (automatically and without an oper- 
ator) handles all inside communications independently 
of your switchboard—permits you to talk privately to 
from one to fifty-five stations, individually or collectively! 
SELECT-O-PHONE saves manpower, helps expedite or- 
ders, puts action into ideas—frees your city phones for 
profit-making calls. 

GET THE FACTS! Write SELECT-O-PHONE Division, 
Dept. 10-I, KELLOGG SWITCHBOARD AND SUPPLY 
COMPANY, 6650 S. Cicero Ave., Chicago 38, IIl. 


KELLOGG siui-0:7h. 


THE (nslo€é VOICE OF BUSINESS 
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and when savings are about evenly di- 
vided between company and workers. 


Pride of achievement tends to over- 
come apathy of effort and stimulates 
workers to new standards of attain- 
ment which develop new habits of con- 
trol. With this plan each worker seeks 
to distinguish himself and the most 
monotonous or commonplace job takes 
on a new interest. The job then ap- 
pears as a game in which scoring is 
reduced to comparable terms on dis- 
similar work through the medium of 
the efficiency index. Prof. Irving Fisher 
of Yale University said, “Utilize the 
records of work to give the credit and 
standing which a good record deserves 
in the eyes of the employer and of 
fellow workers.” The percentage figure 
establishes a common denominator in 
terms of which personal efficiency may 
be evaluated by an objective standard. 

There was a tendency in the twen- 
ties for each consulting firm to eall 
their plan by their own name. After 
discussion among our own group and 
with our clients, it was decided to call 


this plan by its generic name, “Pre- 
mium” and to prefix the name of the 


client in each ease. If a hypothetical 
Sterling Co. were to engage us to in- 
stall it, the name would then be “The 
Sterling Premium Plan.” 


The guaranteed standard also exerts 
considerable influence on the workers’ 
attitude. With production completely 
divorced from money there is less fear 
of rate reduction and this sense of 
security induces the worker to produce 
at incentive pace. The workers’ con- 
fidence that the standard would be in- 
creased if a change in method war- 
ranted, inspires a renewed faith in man- 
agement. On the other hand, in the 
event that a shortened method were de- 
veloped, downward revision of a 
standard is easily explained to the 
operators when the standard practice is 
used to point out the difference between 
the new and superseded methods. 

Many offices have used incentives 
on the highly repetitive work but it is 
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exceptional to find all clerical work on 
standards. The effect of some workers 
being on standards and some being on 
day work is just as unsatisfactory in 
offices as it is in factories. By in- 
eluding all workers in the incentive, 
this plan circumvents personnel prob- 
lems arising from this source. 


The premium earned is usually shown 
separately from the workers regular 
earnings. Years ago when we used two 
envelopes—one for guaranteed pay and 
the other for the premium, I happened 
to see a factory worker put the money 
from the premium envelope in the 
pocket of his shirt and the money repre- 
senting his base base in his trousers 
pocket. When he saw the puzzled look 
on my face he explained, “The old lady 
don’t know nothin’ about the gravy 
money.” When the worker is conscious 
at all times that the premium represents 
extra effort and is not a guaranteed 
part of the take-home pay, the urge to 
work hard is strong. In offices the 
premium usually is shown as a sepa- 
rate item on the check Office incentives 
are practical when they are based on 
sound psychological principles. 

Although this plan is an equitable 
basis for compensating labor, its main 
purpose is to strengthen management’s 
control of production, labor costs and 
quality or accuracy. Planning, regard- 
less of product, is greatly facilitated by 
the use of standard minutes as the pro- 
duction unit. Given the standards for 
the various operations and the quantity 
of product desired in a certain period 
of time, it is a simple calculation to 
find the number of operators required. 
With the standard productive capacity 
of a department known, how much of 
the department capacity will be re- 
quired to meet the new schedule is 
quickly determinable. 


We had a case where a crew of ex- 
cessive size for normal requirements was 
necessary to handle peak loads on spirit 
duplicators used for duplicating orders. 
The six operators worked like mad when 
there were orders to be duplicated and 
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DEPARTMENT PERFORMANCE STATEMENT 


SL Ener ayn: 


zE 


WEEK ENDING APRIL 30 


500.7 
132.0% 
126.0% 


122.0% 


CONTROL DATA 
ag measured work (1 + sum of 3 + 5) 
16. Equivalent number of direct operators (3 + 5 + 40 hours) 
17. Equivalent number of indirect operators (10 + 40 hours) 
COMPUTATION DATA 
18. Actual hours on standards (Checking Sheet) 


19. indirect standard allowance (fixed) 


i then stood around waiting for more 
) orders to come in. We knew the amount 
Sof the waiting time because it was ac- 
} cumulated daily. By applying standards, 
we were able to determine the value in 
' standard minutes of intra-departmental 
) sorting and filing which, it so happened, 
/ approximated the waiting time. Assign- 
Ping this extra work to the duplicator 
Poperators doubled their premium pay 
and the client saved $287.00 a month. 

A Checking Sheet which shows the 
performance of every clerical worker 
is computed weekly for each depart- 
ment. The efficiency index, by convert- 
ing each operation to comparable terms, 
enables supervisors to determine which 
operators are efficient and which ones 
fail to produce at the expected rate. 
The supervisor remedies the cause of 
individual failure to meet the standards 
when his own welfare is governed 
largely by the performance of those 
under him. If at any time a reduction 
in working force is necessitated through 


78 


a decrease in volume of required pro- 
duction, the supervisor has the means 
of choosing wisely those to be kept 
on the payroll. A department head 
therefore is not inelined to penalize 
himself through partiality, as is too 
frequently done when forces are re- 
dueed. 

This plan also provides the supervisor 
and any other workers classified as in- 
direct with an opportunity for extra 
earnings, by measuring the effectiveness 
of each department as a whole both 
as to rate of output and cost of produc- 
and its cost must not be too excessive 
for direct or indirect labor. When the 
operators work at 133% and there is 
no excess cost, direct or indirect, this 
performance would pay the supervisor 
and the other workers classified as in- 
direct a 20% premium. The interests 
tion. To earn extra compensation, or 
supervision premium, the department 
must produce at a rate above normal 
of the indirect workers and the interests 
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Yes, you'll find that Hammermill Mimeo- 
Bond will step up your office efficiency 
in many ways. It’s a timesaver—5,000 
copies from a single stencil, and every 
one clear, sharp, clean ... the kind 
that invites interested reading and 
helps create sales. 


oF ‘4 fr any 
di had can see this shield on a print shop window. 
¥ quality printing. 


“More overtime in the 
stencil department! 
How can we stop it?" 


Send the coupon for an _ up-to-date 
sample book. We'll include the Hammer- 
mill idea-book, “Better Stencil Copies,” 
which will help you get the best out of 
your stencil duplicating equipment. No 
cost or obligation. 


You can obtain business printing on Hammermill papers wherever you 
Let it be your assurance of 
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Hammermill Paper Company, 
1463 East Lake Road, Erie 6, Pa. 


i 
| 
5 


oF wi 


Please send me—FREE—the sample book of Ham- 
—— Mimeo-Bond and a copy of ‘Better Stencil 
‘opies.”” 


Position 


Pe 


CK FOR THE WATERMARK 


(Please attach to, or write on, your business letterher 1 
TO-SEP. 
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HAMMERMILUS WORD OF 
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CONTROLLING EXPENSE OF ROUTINE OPERATIONS 


ASSUME: 


A small purchasing department where the 
operations are too diversified to be measured 
by the method used for highly repetitive 
work. Personnel consists of one buyer, one 
stenographer and two clerks. Unit of measure 
is Purchase Orders of which production is 
200 per week. 


> WRITE JOB SPECIFICATIONS: 


This can be best done by first taking all daily 
time studies of each person's work. Specifica- 
tions should be written in sufficient detail to 
serve as basis for standards adjustment in 
Tcase of subsequent changes in procedure. 


DETERMINE INDIVIDUAL EFFICIENCY: 


ssume that the above time studies provide 
he following information: 

Buyer 

Stenographer 

Clerk A ... 

Clerk B ... 


ET THE STANDARD: 


# 200 purchase orders per day were handled 
uring the period of study: 


8 hours x 100% 
8 hours x 65% 
8 hours x 70% 
8 hours x 50% 


5.3 hours 
5.6 hours 
4.0 hours 


Total standard 22.9 hours 
22.9 + 200 = .114 hours per order. 


COMPUTE EFFICIENCY, REASSIGN WORK: 


Since 22.9 hours of work is only a little over 
the amount expected of two persons (143%, 
vs. 133%) the best solution appears to ke to 
eliminate two of the girls and assign more 
work to the man and the remaining girl. 


REWRITE JOB SPECIFICATIONS: 


When this has been done, a detailed picture 
of the current operation is provided and each 
person then can be taught to do what is 
required. Using the constants, variables and 
semi-variables developed from the time 
studies, the basis of engineered standards 
is also provided. 


COMPARATIVE COST AND EARNINGS: 


If the base rates were as shown under Incen- 
tive Cost, the premium added to the salary 
would be indicated in the Total column. 
Premium equals base rate X 143% X 60%. 


DAILY WORK COST (Salary) 
Buyer 

Stenographer 

Clerk A 

ene eh 


INCENTIVE COST 


Premium Total 
.. ee. $86.75 


53.62 


Base Rate 


$140.37 
$184.00 — $140.37 = $43.63 
$43.63 — $184 = 23.7% saving. 








Jor the direct workers being the same, 
cooperation with each other is assured 
because neither can prosper alone. 

The other form by which manage- 
ment controls quality and economy of 
production is the Department Perform- 


ance Statement. This record gives a 
complete weekly picture of the depart- 
ment performance and shows the size 
and cause of all losses. The average 
speed at which the operators worked 
is shown with the hours they were pre- 
vented from working, together with 
other necessary control information. 
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For control purposes, it is desirable 
to know: 

1. How the output of one operator 
compares with that of another 
when they are engaged in dis- 
similar, as well as similar, work. 

. The volume of output expressed 
in a common denominator, not as 
letters filed or typed or orders 
extended, but as standard minutes 
or some similar integrator. 

. The current amount of excess cost. 

. The causes of the excesses, so that 
steps can be taken to eliminate 
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MICROMETRIC CARBON PAPER 
saves TIME, saves STATIONERY 


"That numbered scale saves 
my time and makes my work 
neater" 

.. says LOUISE MACLEOD, 
Secretary to Bruce Barton, 


famous author 
and business leader. 





The "first ladies of business" prefer 
Webster's MultiKopy Micrometric Carbon 
Paper because its numbered scale eliminates, 
guesswork...shows just how many lines of 
typing space remain on a page. The edge 
scale is handy for smudge-—free removal of 
carbons, too. 


Office managers prefer Micrometric because 
it means better typing production, less 
spoilage of stationery. 


Webster's MultiKopy Micrometric costs no 
more than other quality carbon papers, 
while its exclusive numbered scale helps 
secretaries and typists to produce more 
with less waste. It's available in a wide 
variety of weights and finishes. 


Next time you need long lasting carbon 
papers, typewriter ribbons or duplicating 
supplies, order Webster's. Consult your 
nearest dealer or write to — 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 
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the causes of excess costs. 

In the Department Performance 
Statement (page 78), items 1, 2, and 
3 represent the direct work. Items 4 
to 12 indicate how the efficiency of the 
direct workers falls off as lost time and 
the efficiency of the indirect workers are 
taken into consideration. 

Item 13 provides a moving base from 
which premium is determined, for the 
purpose of regulating the premium paid 
_ to the indirect and also to avoid pena- 
lizing this group for conditions beyond 
their control. In a period of quickly 
expanding production necessitating the 
recruitment of a relatively large number 
of learners, the base for supervisory 
premium would be correspondingly low- 

red to offset the effect of the learners’ 

erformance. Items 15 to 17 give addi- 
ional control data which are self ex- 
lanatory and items 18 and 19 are pro- 
ided to enable the supervisor to check 

e computation if he so desires. 

Delays beyond the control of the 
*perators are found to be large in most 

epartments when the plan is first ap- 

lied. They are leaks which prevent a 


igh daily output and add to the cost of 


roduction. When lost time is known 
exist, the cause can be analyzed and 
iminated. The performance statement 
ables the supervisor to take steps to 
revent their recurrence before much 
ime has elapsed because it expresses 
ent performance. It also is possible 
express the efficiency of the whole 
ce in one comprehensive figure by 
nsolidating the individual perform- 
ce statements the same as you would 
onsolidate financial statements. 
Because workers tend to slight quality 
when working on an incentive, there 
are times when it is advisable to use 
an extra bonus for quality above 
standard and penalties for quality be- 
low standard. Key punching, where an 
inaccurately punched card causes the 
tabulation to be incorrect, is an illus- 
tration of the type of work demanding 
a control of quality. We also have used 
bonuses and penalties in controlling or- 
der typing and bookkeeping. In every 
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case the principle is about the same. To 
save space, only the bonus applied to 
bookkeeping will be explained. The fol- 
lowing is an excerpt taken from our 
write-up covering the bookkeeping ac- 
curacy bonus in use in a prominent 
Chicago company. 

“The accuracy bonus for bookkeeper 
on accounts payable or receivable is 
based on correct or ‘shot’ balances, the 
number of errors in posting, missed dis- 
counts, and the checking off of cash. 
It is assumed that a good bookkeeper 
ought to have a fair percentage of cor- 
rect balances, and therefore, no extra 
credit is given for one or two ‘shot’ 
balances. Likewise, a few errors in 
posting are practically unavoidable, and 
for that reason little merit or demerit 
is given for the average expectancy. On 
account of the importance of catching 
all discounts no allowance is made for 
misses,” 

Each bookkeeper working on accounts 
payable and accounts receivable receives 
$5 extra per month for six correct 
ledgers. Posting errors on accounts re- 
ceivable or accounts payable ranged 
from $5 extra for three errors or less 
up to $5 penalty for 15 errors or more. 
If a worker had a penalty for in- 
accuracy, it would be deducted from 
the premium she earned for above- 
standard quantity. It therefore does 
the bookkeeper no good to increase her 
quantity at the expense of accuracy. 
Office incentives are practical when ac- 
curacy or quality is not sacrificed for 
quantity. 

The use of this form of control has 
many advantages over a plan that is 
simply a wage incentive. It permits 
proper planning of production and the 
checking of results weekly or even daily 
if the need is indicated. It facilitates 
the training of new employees and it 
gives management an accurate yard- 
stick for evaluating the productivity of 
each worker. It pays all employees, the 
supervisor as well as the supervised, a 
high average wage. It brings into the 
open the effectiveness of the department 
supervisors and imparts to them in a 
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very positive way, the viewpoint of 
the office manager. Moreover, it re- 
duces unit cost an appreciable degree. 

It would be impossible, I think, for 
anyone to do more than outline the 
salient principles that underlie success- 
ful office wage incentives here. I have 
attempted to sketch the importance of 
them and have given some explanation 
in each case to make clear why it must 
be so. Summing up, office incentives 
are practical when: 

1. Top management is skilled in or- 
ganization and administration. 

2. The plan is properly maintained 
through periodic audits. 

3. Standards are fair. 

4, Production checking is accurate. 

5. Premium computation is_ easily 
understood. 

6. Administration of the plan is not 
costly. 


7. The plan is psychologically sound. 

8. All clerical workers and super- 
visors are included in the application. 

9. Production checking is not irksome 
to the workers. 

10. Job specifications are maintained 
up-to-date. 

11. The savings for production above 
standard are about equally divided be- 
tween company and workers. 

12. Each worker’s time is 
100% on standards. 

13. Protection is afforded for losses 
beyond the control of the worker. 

14. The base salary conforms to the 
area or industry rate. 

15. Standards are guaranteed against | 
reduction except for methods changes. 

16. They provide management with 
control over labor costs and production. © 
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A National Association 


= Se 24 
st a os 


p~ MEMBER 


not enough but that business stu- 

dents should be prepared for com- 
munity leadership, the Future Business 
Leaders of America was organized in 
1941 by the National Council for Busi- 
ness Education, now the United Busi- 
ness Education Assn. The FBLA today 
has some 400 chapters created as part 
of the extracurriculum program in sec- 
ondary schools and colleges in 44 states, 
Hawaii and Cuba. 

Any student who is enrolled in one 
or more business subjects either in of- 
fice or distributive training is entitled 
to membership. Local groups are spon- 
sored by business teachers, school of- 
ficials and loca] businessmen and women 
who underwrite chapter activities. Be- 
fore a chapter is chartered by UBEA, 
it must elect officers, collect 25 cents 


Pp nee exon that technical skills are 
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dues (per semester) from each member, 
submit a list of members and officers 
with the first semester dues to UBEA 
and set up a project to be carried out! 
during the year. Projects may be any 
group undertaking which has as _ its 
purpose the development of responsi- 
bility or initiative, or the idea of com-7 
munity service on the part of members. 

As one of its projects, Iron Moun- 
tain, Mich., Senior High School sur- 
veyed offices in its community to deter- 
mine the types and number of office 
machines in use and the type of office 
training expected by employers. An- 
other project, undertaken by several 
chapters, is the preparation of stencils 
and master copies for the teachers at 
their schools. Various chapters also 
supply clerical and stenographic serv- 

(Continued on page 181) 

















the New Standard 





Faster Than Before 
Quieter Than Before 
More Efficient Than Before 


STANDARD DUPLICATING MACHINES. 





Quickly copies anything that 
may be typed, written or 
drawn on a master. 





CORP.; EVERETT, MASSACHU & Gales 
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w million-dollar general office building of the Minneapolis & St. Louis Railway on East 


anklin Ave., Minneapolis. 


apolis. 


Foundation and walls were built to carry an additional floor when 
feeded. Architect was Clyde W. Smith; general contractor, James Leck Co., 
Building is occupied by some 300 office employees. 


both of Minne- 


New Minneapolis Office 
uilding of the M. & St. L. Railway 


S1E new million-dollar general of- 
fice building of the Minneapolis & 
St. Louis Railway fronts on Frank- 
Ave. and covers the block between 
fevens and First Aves. South in Min- 

Bapolis, about a mile from the down- 
town business district. The 2-story and 
ground floor structure is air-conditioned 
throughout. Walls are of cream-colored 
brick, with cut stone facing and a 
polished strip of red Minnesota granite 
around the base. 

The building is U-shaped, with front- 
age of 201'7”. Each wing is 6114’ 
wide. The Stevens Avenue wing is 
161%,’ long and that on First Avenue 
is 18114’. Construction is of concrete 
and steel. The roof is carried by steel 


88 


trusses and is fireproofed, with a sus- 
pended ceiling of vermiculite plaster 1” 
thick on metal lath. Windows are 
double-glazed and set in aluminum sash. 

Entrance doors are of glass and open 
into a handsome lobby which, like the 
main corridors, is lined with walnut 
paneling to the ceiling and floored with 
terrazzo. The building is fluorescent 
lighted and the ecilings are acoustically 
treated. Two oil-burning boilers sup- 
ply steam for the heating and air-con- 
ditioning systems. 

On the ground floor in the southeast 
corner of the east wing is a well- 
equipped employees’ cafeteria. Other 
facilities in that wing include the record 
and storage room for the controller and 
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lve got the boss’ number | 


l “Yessir, I know what my boss likes— 
especially when it comes to numbers! 
You see, I’m responsible for our office 
figure work. That’s why I asked the 


boss to get me a new Comptometer!” 


The Comptometer’s touch ‘ 
is so light my hands seeng 
to float over the keyboard!’> 


CeO 


3 “And, best of all, I’m 
warned whenever I make 
a faulty stroke... by 
sight, by sound, by touch. 
Now I know my answers 
are right answers!” 





Nasa: we’re delighted that operators 
(and bosses, too!) are enthusiastic about the new 
Comptometer. We believe this enthusiasm is fully 
justified. But why not check for yourself? Just call 
your nearest Comptometer representative for a 
demonstration. We think you’ll agree that, for 
speed, accuracy, economy, and eas¢ of 
operation... the new Comptometer 
can’t be beat! 





COMPTOMETER 


REG. U. S. PAT. OFF. 
FELT & TARRANT 


ADDING-CALCULATING MACHINES 


Made only by Felt & Tarrant Manufacturing Co., Chicago, 
and sold exclusively by its Comptometer Division, 1715 North 
Paulina Street, Chicago 22, Illinois. Offices in all principal cities. 


WwW. AYER & SON 








treasurer and the air-conditioning ma- 
ehinery room. Across the corridor is 
the land and tax office and the special 
agent’s headquarters. In the front of 
the building facing Franklin Avenue 
is the freight claims office and storage 
space. Across the corridor are a dark- 
room, first aid room, telephone equip- 
ment room and storage space. The 
west wing on this floor is devoted to 
storage space. 

The entire east wing of the first floor 
ouses the general accounting depart- 
hent. On the same floor (going from 
ast to west) in the front of the build- 
hg are the paymaster’s office, lobby, 

d passenger and commercial freight 
ees. On the other side of the corri- 
or are the escalator (which can be 
perated both up and down), stairway, 
legraph office, information desk and 
ailroom. All of the west wing is given 
the revenue accounting office. 
The law department is housed on the 
ond floor in the southeast corner of 
le east wing. It includes seven private 
ices plus a record room and a library. 
the same wing is the industrial traf- 
department, board of directors room 
hd the office of the assistant to the 
esident. Adjoining the latter office 
hd in the northeast corner of the build- 
ig, is the president’s office. Across the 





The entrance lobby is panelled with walnut to 
the ceiling and floored with terrazzo as are 
the main corridors of the building. 


corridor is the blueprint room used by 
the engineering department. Most of 
the front of the second floor is de- 
voted to the engineering department. 
The northwest corner, however, is used 
exclusively by the operating department 
having four private offices, a confer- 
ence room and a room for records. 
Extending along the west wing of 
the second floor is a large office for the 
ear service department. Across the cor- 
ridor are offices of the freight traffic 
sales, rate and tariff divisions. They 
extend to the southwestern corner of 





The general ac- 
counting depart- 
ment contains the 
offices of the con- 
troller and the 
treasurer of the 
Minneapolis & St. 
Louis Railway. 
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NOW—FAST THOMAS COLLATING 


IN A small PACKAGE! 


Here's how swiftly and effortlessly the 
collating jobs are handled ... in a 
space I5!/, inches square! It's the 

new TABLE-TOP Thomas Collator. 


It brings you in a small portable unit 
all the best operating features of the 
larger Thomas models designed for 
heavy production requirements . . . 
including the visible check on accur- 
acy of the work at all times. 





Large output capacity is on tap al- 
ways for getting the work through 
quickly and smoothly, whether routine 

or rush loads. 


The coupon below will bring you spe- 
cifications by return mail. 


SAVE WORKING SPACE IN “GATHERING” BY HAND 
New Finger-Tip Gathering Trays 


Whatever the work you want to "gather" by hand, yo 
up only the number of trays needed for the job. No gr 
working space is monopolized. 


All the printed sheets are within easy reach, at your nagural 
arm level. 


That's space saving, time saving, fatigue saving. 
When not in use the trays nest together in very small space. 


Shall we mail you descriptive literature? 


Thomas Collators 
30 Church St., New York 7, N. Y. 
| am_ interested in the following. Please mail me de- 
scriptive literature and specifications. 
C0 The new Table-Top Thomas Collator 
0 New Finger-Tip Gathering Trays 
CJ Send me ng Collating Work Sheet ''O"' on which 
| can analyze our paper collating jobs. 


fwo new 


Thomas Collaroy 


developments 





specialists in paper gathering 
Company 


Street and City 


Seaaeeeeeeeeeeeseeass 
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wing and comprise four private 
bes and a record room. 
there are washrooms on all floors, 
floored with terrazzo and lined with 

us tile. Various color schemes 
acterize the office all of which were 
fully selected by an interior deco- 
r, with rugs, walls and ceilings in 
nony. Each department has its own 
img system. In the darkroom in the 
ment are photo offset, spirit and 
graphie duplicators. 





The M. & St. L. Ry. 
car service division's 
office in the rail- 
road's new Minne- 
apolis building. 


At the south end of the revenue ac- 
counting office are two glass-partitioned 
rooms for business machines. Tabulat- 
ing machines are installed for revenue 
accounting and it is expected they will 
take over some of the work of the car 
service and the payroll departments in 
the future. A landscaped lawn sur- 
rounding the building is planted with 
evergreen trees. At the rear is an auto 
park, for employees and visitors, ac- 
commodating 60 ears. 











The large office of revenue accounts occupies all of the new building's west wing. 
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Market Tip 





SECRETARIAL 





STOCK RISING! 


Good secretaries today are in big demand .. . short 
supply. So, take a tip: treat yours kindly. Save her 
time, nerves, fatigue by dictating to SoundScriber’s 
TYCOON.* 


2 BUC TURING With TYCOON both you and your secretary 
staan stretch precious time; not a second lost by you in 
SS Pade Do recording letters, memos, plans; every minute of 
Hy her time free for transcribing, plus countless other 
| — valuable duties. And this efficient dictating equip- 
ment is so light and portable ... only 15 lbs.... 
your home, a train, car or hotel room becomes your 

out-of-town office. 


For details of a real gilt edged investment, write 
today for: “A pon | Profitable Combination In 
Any Office.” Soun 


criber Corp., New Haven 4, 
Conn. 


Tycoon won Fashion Academy 

Gold Medal for ‘‘Excellence 

of Design’’ and ‘‘Electrical Trode Mork 

pc ig pote for First All Electronic Dictating System ¢ First Disc Dictating Equipment 
eee 230 Sales and Service Centers Coast to Coast 


Fseave MARK 
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Are Workers Qualified to 
Select Office Equipment? 


MELVIN C. JACK 
Head, Commercial Dept., North Quincy High School, Mass. 


trade paper, a feature article based 
on the premise that 70% of the 
usiness offices of the country are in- 
fficiently and inadequately equipped 
ause the office managers, or others 
charge, have left the selection of 
uch of their office equipment to their 
ffice employees. These figures are at- 
ibuted to “a recent definitive survey,” 
nd the writer goes on to say that “not 
me per cent of these executives would 
ream of similarly allowing their fae- 
ry. employees to select the plant ma- 
inery and equipment they use.” 

I have no doubt that there is absolute 

th in two of the three facts in the 

ve extracts, but the third point made 
one with which I take violent issue. 
disagree entirely that 70% of our 

ces are operated inefficiently, but I 

agree wholeheartedly with the find- 

S in regard to the number of execu- 
fives who leave the selection of their 

ce equipment to their office employees 

d with the statement that factory 

‘orkers are not permitted to select their 

hines. 
| As to the parallel drawn between let- 

g the office workers select office ma- 

ines and not letting factory workers 

lect those upon which they work—I 
feel that this a very far-fetched illustra- 
tion. In fact, there is no parallel in the 
two situations. 

Today’s office workers are a highly in- 
telligent, well-trained group of semi- 
specialists who have been) selected for 
their jobs only after, in most cases, hav- 
ing passed through two screening opera- 
tions. They have been recommended by 
their school and have passed the inter- 
view and testing program of the busi- 
ness concern. 


R ECENTLY there appeared in a 


The majority of office workers today 
might well be said to have had dual 
training. They leave school (1) with a 
good comprehensive, overall knowledge 
of general office operations, and (2) - 
they are specifically trained in at least 
one specialized skill. Because of this 
they are not only able to function ef- 
ficiently in the work for which they are 
especially hired, but have, due to their 
training, an understanding of the over- 
all operations of the office. In other 
words, the majority of office workers can 
understand their own position and work 
in relation to the overall office pro- 
cedure. 

Of course our greatest demand for of- 
fice workers is in our cities and prob- 
ably, if a survey were made, we would 
find a direct ratio between the size of 
our cities and towns and the number of 
office workers employed. I think that 
it would also be found that high school 
business training departments are better 
staffed and better equipped as the size 
of the community in which they operate 
inereases. I am of the opinion that the 
modern high school business or com- 
mercial department is doing a rather 
thorough job of training office person- 
nel. Business gets the bulk of its of- 
fice workers directly from high schools, 
with only the training that the local 
community gives. 

It is a fact that these high school 
graduates are not able to step directly 
from their classroom into your office and 
carry on office duties without some fur- 
ther training in your particular routine. 
It would be impossible for a school at 
any level to train all its pupils for all 
of the jobs business has to offer. But 
these high school graduates have had a 
rather complete training in specific 
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KEX-TKOTAR 
2270 


COMPLETELY 
PXUh rey LV -wale 
PRE-MEASURED 
Lidl fe} 





It's exclusive with the revolutionary Rex-Rotary D270. =, 


an 
| ink cartridge is inserted, a dial set for the degree of inking, and 
the machine needs no further attention... all copies come out per- 
fectly and uniformly printed ...no more under- or over-inked copies 
..re-inking not necessary...a bell announces when it’s time to 
insert a new cartridge. 


... With printing press precision, on large sheets or small cards, the 
beautiful steel grey Réx-Rotary D270 does a fast job in any color 

.. better, cleaner and with more economy and flexibility than any 
other machine. 








Rex-Rotary Distributing Corp. 19 W. 31 St., New York 1, N.Y. 
Let me have more information about the new Rex- Rotary D270 duplicator and 
the name of my nearest distributor. 


'e _ Address 


ARRON HE IE NIRS CN, 





skills, general work procedures and 
business attitudes, so they are able to 
quickly adapt themselves to the jobs at 
hand and apply their training efficiently 
to the profit of their employer. 

Today the average city school depart- 
ment has a large investment in modern 
office equipment for teaching purposes 
in its commercial departments. This in- 
vestment of the taxpayers’ money is not 
only large but, unless this equipment is 
used to advantage and pupils of the 

ommercial departments adequately 
rained, it is an expense and not an in- 
astment. 

Here, I feel, is where the local busi- 
essman, the personnel director or the 
ffice manager, can perform a service 
th to himself and the community. I 
ave never found a school yet that did 
ot welcome an interest on the part of 
e office managers or personnel di- 

tors of local concerns. I not only 
elcome such visits but find that there 

rarely, if ever, a time when my staff 

I fail to glean some point which re- 
Its in improved instruction from such 
sits. Many of our teaching methods 


d our procedures on office machines 
e the direct results of suggestions by 
ce managers rather than from text- 
ks. Like the majority of those whose 
b it is to train office personnel, we feel 
at the closer we get to the people who 


PS) 
Mi 








hire our graduates, the better job we do 
in training prospective office workers. 

Office personnel are adequately 
trained to advise in the selection of ot- 
fice equipment because the average office 
worker is a person of relatively high 
intelligence. A recent survey in my own 
department in this school showed an 
average I. Q. of 117.3 for the pupils in 
the commercial department. These pupils 
with high native intelligence have spent 
three years in business training and for 
one or two of these years have been 
specializing in their own particular orbit 
within the field of business training. For 
one whole year before graduation these 
pupils have had five hours a week for 
36 weeks devoted to the study of busi- 
ness machines. 

Our graduates, like those of most city 
schools, have had basic training on du- 
plicating machines; caleulators, key 
driven and rotary; both hand and elec- 
trically operated. They have been taught 
on adding machines and listing ma- 
chines, bookkeeping, billing and state- 
ment machines, and the most generally 
used dictating and transcribing ma- 
chines. After receiving basie training 
on all machines, each pupil is permitted 
to develop his or her proficiency on any 
machine he or she has a particular apti- 
tude or liking for. 

Coupled with this training, the pupils 
attend lectures, demonstrations and mo- 
tion pictures on the operation of ma- 
chines of the more uncommon type, as 
well as attend business shows where all 
types of office machines are in opera- 
tion. Visits to business concerns and 
banks round out a rather complete 
knowledge of office equipment and its 
functions under normal business condi- 
tions. With this amount of general and 
specific knowledge about office equip- 
ment, it seems illogical to make a com- 
parison between office workers and fac- 
tory workers. 

In the first place, the kind, variety 
and functions of factory machines are 
so much greater than in the field of of- 
fice equipment that no logical compari- 


(Continued on page 179) 
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fein aera ded canal 


TEST FEDERAL’S FASTER, EXPERT 
SERVICE ON YOUR BUSINESS FORMS! 





Attractive prices ... expert printing . . . special- 


ized forms service . . . plus faster delivery. 


If you need carbon-interleaved forms of any 
size or description call on Federal. Federal de- 
signs and prints business forms on the fastest, 
most modern machines available. You get a 


superior printing job, delivered right on sched- 


\ @ 


ule! Ask us to quote on your next job. You'll find 


_ you CAN afford to use Federal! Some Federal Specialties: 
Multiple carbon forms .. . 
carbon - interleaved  state- 
ments .. . voucher and pay- 

hk _. poll checks . . . forms re- 

FOERAL "PRINTERS OF BUSINESS FORMS SINCE 1926 & quiring spot carbon wi die- 

. cut carbon . . . business ma- 
business Frowuc?s. we. W GOLD ST. , NEW YORK 38 * CO 7-8850. ~— chine forms!. 











Security Procedures 
For Offices Handling 
Defense Contracts 





ARTHUR R. PELL 
Personnel Manager, 
North Atlantic 
Constructors, 
New York. 


ITH the awarding of war con- 

tracts and sub-contracts, problems 

of maintaining security are being 
ced by companies who may have had 

previous experience along these 
es. For the benefit of such organiza- 
ns, and to refresh those who may 
ve forgotten the necessary steps to 
feguard their plant against security 
ks, this article is written. 

All contracts with the Department of 
Defense, A.E.C., and similar agencies 
require that adequate precautions be 
taken to protect the information utilized 
in earrying out the contract. A good 
part of this information is termed 
“classified.” There are various degrees 
of classification, the highest being “top 
secret,” “secret,” and “confidential.” 
Before an employee may handle mate- 
rials of this nature it is necessary that 
he be cleared by the security agency of 
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Ewing Galloway, N. Y. 


the branch of the service which the 
contract involves. All present em- 
ployees who will handle this material, 
and new employees who will be given 
access to them, must fill out Personnel 
Security Questionnaire DD 48 in de- 
tail. A set of fingerprints must be 
taken on the standard fingerprint form. 
These will be submitted to the proper 
agency where steps will be taken to in- 
vestigate the persons involved. 

When the investigation has been com- 
pleted satisfactorily, a letter of consent 
is issued to the firm informing them 
that the individual is cleared to handle 
the material. Sometimes this takes con- 
siderable time and, under the terms of 
the security regulations, these individ- 
uals may not be given access to the 
classified documents until clearance has 
been received. Inasmuch as the investi- 
gation may take from four to six 
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Could you stay 
in business 7 


1 IF YOUR OWN RECORDS 
WENT UP IN SMOKE, what 
would you do? 43 out of 100 

inesses whose records are lost 
by fire just don’t reopen. 


2 BUT YOUR BUILDING is ‘‘fire- 3 AND YOU'RE ALREADY put- 


proof’? Better know, now, that 
this simply means that a fire 
which starts in your office will be 
walled-in and intensified. 


ting records in a safe or metal 
container? Fine—until tempera- 
tures get above 350° F. Then, an 
old, heavy-walled ineffective safe 
acts as an incinerator. 


4 YOU'RE COVERED by fire in- 
surance? Read your policy. You'll 
find you have to prepare a proof- 
of-loss statement to collect fully. 
How could you—with records in 
ashes? 





THINK what you'd be up against without your Accounts 
Receivable Ledgers, your Tax and Inventory Records 
and other vital business papers! 

Don’t gamble another day... or night. Protect your 
records and the future of your business with a modern 
MOSLER “A” LABEL RECORD SAFE. The “A” Label is. your 
assurance that this safe has passed the independent 
Underwriters’ Laboratories, Inc. severest test for fire, im- 7 


Mosler ‘A’ Label Record Safe with pact and explosion. Look for this label on your safe. 
built-in money chest for combined : 5 z 4 
protection against fire and burglary Every business needs this protection. Get it today. 


delete teeta le lime liresieeiretenteeieetetetenslenbeeetentnalenteatanl 


The fe Company ' The Mosler Safe Company 
Mosler Sa Since 1848 Department O-9, Hamilton, Ohio 
HAMILTON, OHIO Please send me free booklet—giving the latest information 


on how to protect the vital records on which my business 


World’s largest builders of safes and vaults... depends. 


Mosler built the U. S. Gold Storage Vaults at Ft. 
Knox and the famous bank vaults that withstood 
the Atomic Bomb at Hiroshima 


Mail coupon NOW for informative, free booklet 


LET SESE TN ENS 
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. light, 


practical, compact 


BORG 


This Better Parcel Post Scale 
Saves Time and Postage 


Borg has streamlined the parcel post scale to minimum size 
and maximum efficiency. Only 8"x10", and 2” high (fits in a 
drawer). Weighs only 5 lbs. (pick it up with two fingers). 
You can take the scale to the work, thus avoid moving 
heavy packages. Gives exact* weight every time (to 50 lbs.) 
—no overstamping to be “sure.” Fast dial speeds weighing. 


uaranteed accurate 
hin 4 of 1% at 
-y point on the dial 





























Shows both weight and postage in one “window”—no 
- confusion. If bulky parcel covers dial, handy lock retains 
loti AAA yi weight for later reading. Guaranteed for life under a Service 
er Warranty. Handsomely finished in Office Gray. Ideal for 

Dial shows both weight both small offices and large shippers. 


and postage at a glance. Retails at $12.50 (Denver west, 50¢ higher). At your stationer—or 
(Above, ¥% actual size) write for name of nearest dealer. Borg-Erickson Corp., Chicago 11. 











NO OTHER SCALE IS MADE LIKE A ult 








PERSONNEL SECURITY QUESTIONNAIRE PAberoral sapires i jul 1950." 








Submit in quadruplicate. Type or print all answers. If more space is required, attach additional sheets identify- 
ing by corresponding block numbers. PENALTY FOR MISREPRESENTATION. 
TO BE COMPLETED BY EMPLOYER 
ARMY AREA 
TYPE AND CLASSIFICATION OF WORK OR CONTRACT 











TO (Government contract supervisor) 





CLASSIFICATION OF MATERIALS OR INFORMATION EMPLOVEE WILL HAVE ACCESS TO 





NAME AND ADoness ‘OF EMPLOVER (If « subsidiary, include name of parent DESCRIPTION OF L:MPLOYEE'S DUTIES 
company 





PST OER ONDINE (oh Me TO BE COMPLETED BY EMPLOYEE 
1 LAST NAME—FIRST NAME—MIDOLE INITIAL 2 AUAS (Include maiden name, if married woman) 
/ 








3. DATE OF BIRTH 4 PLACE OF BIRTH 5 UNITED STATES CITIZEN 
© ves Ono 


7. MARITAL STATUS &. SEX \ 10. HEIGHT 1). WEIGHT | 13. COLOR HAIR 

















\ NAME AND ADDRESS OF LAST SCHOOL ATTENDED, WITH DATES 





NATURALIZED CITIZEN ONLY. COMPLETE 15 THROUGH 22 
1S FORMERLY CITIZEN OF 16. DATE AND PLACE OF ENTRY INTO UNITED STATES 











17 CITY. COUNTY. AND STATE WHERE NATURALIZED ‘8 COURT 








20. CERTIFICATE NO. 21. FORMER ALIEN REG. NO 22. DERIVATIVE CITIZENSHIP. PARENT'S NAME AND CERT NO. 








MILITARY SERVICE 
COUNTRY AND BRANCH OF SERVICE 

















24 LOCAL DRAFT BOARD (United States) AND ADORESS 





RESIDENCE (List ali places of residence for past 10 years, starting with present) 
STREET, CITY. STATE. AND COUNTRY . FROM (Date) 














ORGANIZATIONAL MEMBERSHIP (List all organizations in which you hold or have held 





NAME AND ADDRESS TYPE 


























NME 1 AUG $8 48 REPLACES WD AGO FORM NO. 19-105 WHICH IS OBSOLETE 16- se248-1 


months, this obviously would hinder the clearances have been set up in_ the 
operation for that period of time. To various branches of the armed services. 
counteract this, facilities for interim Interim clearance can be granted with 
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FOREIGN COUNTRIES VISITED 4 
DATE LEFT U.S. DaTE RETURNED us. 























RELATIVES (Parente, spouse, brothers, sistere—even if deceased) 














EMPLOYMENT (Show every employ ment you have 


had for past 15 years and account for all periods of unemployment) 
EMPLOYER AND IMMEDIATE SUPERVISOR 





ADORESS FROM (Date) TO (Date) 























VE YOU PREVIOUSLY COMPLETED A PERSONNEL SECURITY C'NESTIONNAIRE? IF YES. GIVE NAME OF EMPLOYER. ADORESS OF PLANT. DATE SUBMITTED, AND YOUR POSITION. 





REFERENCES (Name three citizens, not relatives or employers, who have known you for 10 years) 
NAME 





ADORESS 














We certify the above to be true to the best of our knowledge and belief 
SIGRATURE OR MARK OF EMPLOYEE 





| SIGNATURE OF EMPLOYER'S REPRESENTATIVE 











Te ©. © covensment priwtine Grrice §=16-- 86248-1 
a minimum of delay if the individual 
is a citizen of the U.S. and has had 
no previous known subversive or crimi- 


nal record. : 
Most managements know their regu- 
lar employees fairly well and will have 
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Try ACC O-binding / 


You'll Like It Better Because It JS Better 


When all is said and done, the true reason why you ought to use the Ac 
method is that you'll like it better! 


You'll like Acco Fasteners, Accobind Folders and the Accobinding way 
ae. all your business papers because they mean security, neatness, ordet 


quic 


Acco-binding filing”, a ito oe 
“‘scatteration imp and messy - 
ers, lost or mislaid papers. inding 
brings all related papers together and keeps 
them there. Your correspondence, orders, 
invoices,” rts and other records are al. 
ways in order, safely bound — temporarily 

or csaniamed y as you wish — and readily 
available. 


ACCO PRODUCTS, 


incorporated, 


finding, office and personal efficiency. 


Acco-binding is easy to operate, fool 
economical, Simply punch your papers, 
place them over the prongs of the Acco 
Fastener in an Accobind Folder and be 
assured that ‘“‘Acco-bound papers are 
SAFE papers”. 

Yes, you certainly will like Acco-binding 
better, because it is better. Try it and see! 


OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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olivetti 14” 


IMPROVED DESIGN 
FULLY AUTOMATIC 


printing calculator 


We take pride in the reception accorded the OLIVETTI 14 /5! : 

Printing Calculator by American business, always ready to } 

adopt progressive, time-saving methods. 

Combining the features of a high-quality calculator and a 

high-capacity adding, listing and subtracting machine, together 

with fully automatic operation and accurate printed record, : 

the OLIVETT! 14/5) answers this demand for greater efficiency. | 
j 


Request a demonstration under your actual operating conditions. 





Sales and service throughout the United States 


Olivetti Corporation of America exciusive vu. s. oistaisutor 


a pretty good idea of their loyalty 
prior to assigning them to defense 
work. In the case of new employees, 
it is impossible to know anything about 
them without making an investigation 
prior to their hiring. A thorough in- 
vestigation entails not just the usual 
letters of refezence or occasional tele- 
phone checks. These methods are all 
right for conventional hiring to de- 
termine the character and _ technical 
qualifications of an applicant but, when 
the defense of the country is at stake, 
much more must be done. 

Companies that are geared to in- 
vestigate applicants for these positions 
have been established and approved by 
the armed forces. Such companies as 
the Retail Credit Co., Atlanta, have 
nationwide facilities to investigate in- 
dividuals and submit complete reports, 
within a relatively short period of 
time, on their technical skill, person- 
ality, character and traits, criminal 
records and loyalty. Although these in- 
vestigations are more expensive than 
the usual check one might make on an 
applicant for employment, they are 
thorough enough to assure the employer 
that the applicant has been a loyal and 
honest individual prior to his assign- 
ment to defense work. 

One of the chief problems in han- 
dling classified material is careless talk 
on the part of the employees. It isn’t 
that they are disloyal or that they in- 
tend to give information to unauthor- 
ized persons, but the natural desire to 
talk about the work they do, especially 
if it makes them seem important in the 
eyes of their fellows, has caused many 
a military secret to leak out. 

It is the responsibility of manage- 
ment to keep employees security con- 
scious. This can be done in a variety 
of ways. The most important thing is 
to make one executive fully responsible 
for the security of the organization. A 
good person to select as security officer 
is the personnel manager or the office 
manager. 


Security should become as much a 
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part of the training program as safety 
or technical instruction. In the induc- 
tion of new employees either by per- 
sonal interview, -group--conference, or 
employee manuals, the employee should 
be informed of the importance of keep- 
ing classified material to himself, of the 
danger of loose talk and of the methods 
which have been established to handle 
classified materials within the organiza- 
tion. 

As it is a human failing to become 
lax about these things if they. are not 
constantly renewed in the minds of the 
individuals, a continuous, program to 
keep employees security conscious should 
be set up by the security officer. Peri- 
odic memoranda, stressing , different 
phases of the security progrgm, should ~ 
be issued. If a company i organ — 
exists, security articles g@nd slogans ~ 
should appear from time to time. Signs _ 
should be placed around (the offiee ex- 
pressing the urgent need\for seeurity. 
These signs should be colerful and to 
the point. Slogans, such as “See It 
Here — Hear It Here — Leave It 
Here,” or “Silence means Security” 
should be placed in conspicuous places. 
Colorful posters may be obtained from 
the armed forces. 

It is always a good idea to have de- 
partment heads talk to their employees 
from time to time on the possibilities 
of security leaks and the dangers such 
leaks entail. The attitude of the em- 
ployees will depend to a large extent 
on the attitude of the security officer 
and top management. If security is 
taken lightly by these people, one can- 
not expect employees to take it seri- 
ously. Your department heads must be 
continually made aware of the impor- 
tance of security so that they will pass 
this down to the rank and file. 

The Department of Defense sets 
forth very definite rules for handling 
classified materials, such as methods of 
transmission and storage. These should 
be followed to the letter. Violation can 
cause considerable difficulty with the 
government. It is suggested that the 
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Made By the World's Largest Manufacturer Of Typewriters 








(Down come office costs with Royal Electric Typewriters) 


Increase letter output . . . 
Turn out more invoices .. . 


Step up stencil production . . . 


Release typing personnel for 
other work! 


These are the cost-cutting things 
that can happen when you use 
Royal Electric Typewriters, in your 
Office. 


The Royal Electric Typewriter is 
the long-preferred Royal Standard 
with power added. 


Like the Royal Standard Type- 
writer, it is made by the world’s 
largest manufacturer of typewriters. 
Royal makes the finest, most 
rugged,” most dependable writing 
machines ever built. They stay on 
the job longer . . . less time out for 
repairs. 

Besides, Royal Electric Type-' 
writers virtually banish fatigue and 
tension. Office morale rises almost 
in direct proportion. 





Royal Typewriter Company, Inc., Dept. 411 
2 Park Avenue, New York 16, N.Y. 


.F would like a free copy of the brochure, “Picture of 
Progress,” describing the Royal Electric. 
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COMPANY 
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security officers obtain copies of these 
regulations and study them thoroughly 
so that no slip-ups may occur. 

In the normal course of business it 
is customary for visitors to enter your 
office at the invitation of any of your 
employees or with the approval of your 
receptionist. However, once a govern- 
ment contract, involving classified ma- 
terial is undertaken, haphazard visits 
to the office must cease and a control 
system, regulating the flow of visitors 
into the office, set up. Guards, such as 
the private agencies provide, may have 
to be hired if the government so re- 
quires. Persons who desire to visit 
anyone in the office must obtain a pass 
from the receptionist which they must 
present to the gnard before he will al- 
low them to enter the office. The pass 
must be signed by the person he visits 
prior to his leaving so that a eomplete 
control over those persons entering or 
leaving the office can be maintained. 
Stock form systems are available for 
this purpose. 

Despite all these measures to protect 
the information with which you are 
working, from time to time a leak may 
occur. It is the responsibility of the 
security officer to check the source of 
the leak and stop it immediately. Oc- 
casionally a newspaper may carry ar- 
ticles hinting at the work you are doing. 
If this information is not too specific 
it is wise to ignore it because denial 
will give the enemy additional infor- 
mation. If it is found that the leaks 
from your organization are due to care- 
less talk rather than mal-intent, a 
stepped-up program of security - con- 
sciousness will usually stop such talk. 

If you find that there is a person in 
your organization about whom you have 
doubts regarding loyalty, this matter 
should be brought to the attention of 
the defense agency which is handling 
your contract and/or the F.B.1, so 
that a thorough investigation can be 
made. Under no circumstances should 
you discharge the person without ap- 
proval of these agencies. They may 
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have reason to want him to stay on the 
job until further and more thorough 
investigation can be made. Unsubstan- 
tiated suspicions about any individual 
can cause a good deal of. embarrass- 
ment and trouble to both the company 
and the person involved. Make sure 
that you have good reason to suspect 
the person before making a formal 
complaint. 

The security of the nation depends 
to a large extent upon the ability of 
private industry to maintain the secrecy 
of information which the government 
furnishes to execute contracts. If wey 
do not wish total regimentation or? 
totalitarian restrictions on our liberties,” 
contractors and sub-contractors dealing 
in government work must take steps to 
safeguard the security of the materials 
they handle. 


How to Minimize 
Office Fire Damage 


LL offices can take some precaution- 
A ary hints from the experience of 

the Marine Trust Co., Buffalo, whose 
west side office burned recently. Accord- 
ing to Barroughs Clearing House, tl 
bank reported that damage was mini- 
mized in files and ledger trays which 
had the adjustable compressor plates 
drawn up tight against the filed ma-) 
terial. All files should be locked at the 
first sign of fire since the collapse of a 
floor allows unlocked files to open and: 
spill the contents. Wastebaskets can be” 
used to collect papers from desk tops 
and quickly remove from the premises 
or into fire resistant files. The sorting of 
papers on desktops (especially checks, 
money or other valuable documents) 
should be avoided since a sorting rack or 
tray is easier to pick up quickly in an 
emergency. It was also recommended 
that all ink used in the offi¢e be water- 
proof. The Marine Trust Co. used an 
electric clothes ironer to dry its water- 
soaked records. 








N. Y.C. Wages Are Up 


Average weekly salaries of office work- 
ers in New York City have risen in a 
majority of cases from 15% to 20% since 
1948, according to Robert R. Behlow, 
regional director of the Dept. of La- 
bor’s Bureau of Labor Statistics. Field 
representatives visited over 650 firms 
employing some 565,000 workers. Typi- 
eal increases were reported for general 
stenographers who earned $49.50 a week 
in April, 1951, as compared with $43.37 
in Feb., 1948; switchboard operators 
earned $49 a week in 1951 as compared 
with $42.56 in 1948; routine typists 
earned $41 and file clerks earned $38 a 
week in 1951 as compared with $34.96 
and $32.40 in 1948; office boys earned 
35.50 weekly; $30.52 in 1948. Salaries 
of men employed as hand bookkeepers 
in 1951 were reported at $73.50 a week 
as compared with $64.43 in 1948. Male 
accounting clerks in 1951 earned $59 a 
week; $51.60 in 1948. Mr. Behlow pointed 
out that New York office workers receive 
more money and work fewer hours a 


week than clerical employees in Boston 
and Atlanta where similar surveys were 


made last March. In Atlanta, for ex- 
ample, the work week is from 2 to 4% 
hours longer, weekly salaries are gener- 
ally $4.50 to $7 below prevailing New 
York rates. Boston office workers put 
in from 1 to 2% hours more than do 
workers in New York, receive $3 to $8 
less a week. On the other hand, a wage 
study in Chicago made last April reveals 
that average weekly salaries for 2 out 
of-3 clerical occupations which were 
studied in that city range from 50 cents 
to $4.50 higher a week than in New 
York; however, the average work week 
in Chicago is 1% to 3% hours longer 
than in New York. When earnings in 
the two cities were adjusted to take care 
of the difference in hours worked, the 
average hourly rates in Chicago were 
higher for only one occupation. Hourly 
pay of janitors and porters in N. Y. and 
Chicago was $1.22. N. Y. watchmen re- 
ceived $1.20, women cleaners $1.07. 
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Average salaries of manpower mana- 
gers—personnel managers, employment 
managers, industrial relations directors 
and their assistants—rose by nearly 5% 
between early 1950 and the first part of 
this year, a survey published by Ameri- 
ean Management Assn. indicates. The 
survey covered 530 executives in firms 
located in 34 states and six’ provinces 
in Canada; 70% were manufacturing 
companies but trade, banking and finance, 
transportation and public utilities were 
also represented. Average salary for 
entire group of executives was $8,581, an 
inerease of 4.8% over the $8,188 reported 
in a survey the first part of 1950. Those 
with the title of vice president in charge 
of industrial relations—who numbered 
only about 3% of the sample—averaged 
$21,097, as against $19,957 last year. For 
industrial relations directors, the 1951 
average was $12,011, a rise of 1.8% over 
last year, and for personnel managers 
$7,162 as against $6,873 in 1950. 

A further analysis by actual function 
rather than job title indicates that the 
largest increase, 23.7%, was among the 
executives specializing in labor relations 
and collective bargaining. Here the 
average increased from $5,924 in 1950 
to $7,329 in 1951. While the salary here 
is still below the overall average, the 
labor relations specialists are generally 
in the larger firms and work under the 
supervision of an industrial relations di- 
rector or vice president, the AMA 
pointed out. The researchers also sur- 
veyed the ratio of personnel or indus- 
trial relations department employees to 
total employment, and have concluded 
that the manpower managers need more 
help: ‘‘Jobs for qualified persons should 
be plentiful. Personnel ratios have 
fallen from an average of 0.87 to 0.75. 
This means that in 1951, staff members 
in manpower management divisions aver- 
aged 1 per 133 employees, as compared 
with 1 per 115 employees in 1950. This 
is a striking reversal of the long-term 
trend toward higher personnel ratios.’’ 
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HE new mailMaster saves precious time 

and money for anyone using the mails. 
Ideal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 
postage. 

It’s easy to operate. To open envelopes, 
simply insert the envelope in the machine, 
press down a lever and zip . . . it’s opened! To 
seal envelopes uniformly and thoroughly, en- 
velope flap is drawn across a convenient re- 
cessed table-type sealer. To affix postage, 
simply press down on the plunger and a stamp 
is automatically and securely affixed. Holds 
500 stamps. 

All-steel construction. Soft gray wrinkle 
finish with chrome trim. Dimensions: 7” 
square; 814” high. Weight 614 lbs. 

Available at Commercial Controls offices in 
principal cities—listed in telephone directories. 
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MAIL THIS COUPON 
NOW! 
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COMMERCIAL CONTROLS CORPORATION 
Dept. 0.91, Rochester 2, N.Y. 


© Send literature and name of my nearest 
representative. 


CO) We would like a demonstration. 


NAME 








FIRM 





ADDRESS 








BUSINESS 
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111 





Production Per Worker 
Increases 25 to 50% 
with ROL-DEX* by Watson! 


established 1887 


*Pat. and Pats. Pending 


ROL-DEX installation in the office of Blue Cross, Philadelphia 


Many forward thinking executives are installing ROL-DEX by Watson—the 
modern method of housing records, ROL-DEX pays for itself by increasing 
production and lowering record keeping costs up to 45%. Mail coupon below 
and learn how ROL-DEX can help cut your active record costs. 


No walking, stooping, squatting. Records roll to seated operator. 


Visit the 
ROL-DEX displays 
at the 
National Stationers’ 
and LOMA Conventions 
Chicago Sept. 22-26 


ROL-DEX DIVISION 
Watson Manufacturing Co., Inc. 
Jamestown 7, New York 


Please send me information about ROL-DEX rolling units. 
Company 
Name ....... 


SN a ee aes SN seks 











How Can We Get More for 
Our Letter-Writing Dollar? 


JOHN E. THIELE 
Senior Methods Analyst, Prudential Insurance Co. of America, Newark, N. J. 


OW much does a dictated letter 
H cost? I have seen estimates rang- 

ing everywhere from 25 cents to 
$3. Recently, with some assistance from 
our cost allocation division, we made an 
estimate of 80 cents a letter. As a 
nationwide average, we believe this fig- 
ure is low. It is based upon phono- 
graphic transcription in a centralized 
department. Stenographic transcription 
would raise the figure to well over 90 
cents. In peak years, the Post Office 
Department carries over 17 billion 
pieces of first class mail. Assuming 
that 4 billion of these are business let- 
ters and that the average cost is 80 
cents each, the annual expenditure is 
$3,200,000,000. Letter writing is defi- 
How can we get 


nitely big business. 


more for our money? 

We can get more in two ways. First, 
through a reduction in the cost per let- 
ter, and second, through improvement 
of the quality of our letters. The sec- 
ond way is even more important than 
the first. After all, the business letter 
is one of the best advertising media 
known. Every letter makes a personal 
contact, and every letter either builds 
up or tears down good will for the 
company that writes it. Therefore, 
every letter should make a good impres- 
sion, regardless of what it has to say. 
The subject matter may be trivial, but if 
the wording seems unfriendly or the 
typing looks sloppy, the reader may 
decide to take his business elsewhere. 
Then the cost becomes far more than 
80 cents. A 25-cent letter is expensive 
if it loses an account, and a $3 letter 
may be cheap if it brings in new 
business. 

Dictation and transcription represent 
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75% of the total cost. These two items 
are direct salary expense and the most 
obvious targets for attack by manage- 
ment. They cannot, however, be a 
tacked separately because each is con 
trolled to a large degree by the othez 
If the dictator does poor work, th 
transcriber loses time trying to figu 
out what he wants. If the transcribe 
does poor work, the dictator loses tim 
making corrections or redictating. If 
is a joint enterprise. 

If we could count upon each of the 
to insist upon good work from the other 
a lot of time could be saved. But ther€ 
is often a feeling of loyalty betwee 
them and neither wants to report th 
other for fear of getting him in troubl 
As far as the dictator is concerned, alf 
the transcription supervisor can do i 
to ask him to let her see any unsati 
factory work that he receives. She ca 
however, place a check upon the amou 
of time lost by the transeriber. Whe 
ever a phonographer spends more thai 
an hour transcribing a cylinder, we r 
quire her to fill out a form that lis 
the common dictation faults and has 
space in which she can write any sp 
cial reasons for the delay. She mu 
then turn in the completed cylinder wi 
this slip and, if her criticism is justified)” 
an assistant manager of the division 
takes it up with the dictator. 

Still, such a measure is only a partial 
solution to the problem. The best an- 
swer lies in establishing a training pro- 
gram for both dictators and transcribers. 
This is the first big step in controlling 
costs. You cannot expect people to do 
a job well unless they are told how to 
do it. Too often, the only training that 
a dictator receives is a few minutes’ in- 
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A. Devaney, Inc., N. Y. 

Every letter makes a personal contact, either 

building up or tearing down good will for 
the company that writes it. 


struction in the use of a machine. A 
hew correspondent may have a thorough 
mowledge of his subject and still be 
ongue-tied when he picks up a mouth- 
Diece for the first time. Then, in des- 
eration, he rushes to an old letter file, 

nd grabs a few samples that he can use 

s models. Unfortunately, the choice 

s seldom good. He usually picks up all 
fhe mumbo jumbo of the goose-quill age. 
Hiave you ever heard a bobby soxer dic- 
Bate, “Thanking you for the same, I 

py to remain,’’? 

By training dictators to plan their 
“letters, to eliminate useless words and 
whiskered expressions, and to use sim- 
ple language, the length of the average 
dictated letter can be reduced at least 
10%. The reader’s reaction will be im- 
proved 100%. The training can be 
handled through class sessions, letter 
bulletins, manuals, and most important, 
periodic carbon reviews. There must 
be a follow-up on the instruction given. 
It’s a large program, but it will pay 
dividends. 
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Training transcribers is a standard 
procedure these days when it is almost 
impossible to hire an experienced typist 
or stenographer, to say nothing about 
experienced phonographers. Our own 
training section consists of a typing 
class, a stenographie class, a phono- 
graphic class and a key punch class. 
Applicants for typing work must pass 
a pre-employment test before being as- 
signed to class. The training includes 
speed drills, typing practices, letter ar- 
rangement, spelling, insurance terms 
and the use of reference material. Each 
trainee is given a typing manual, which 
she keeps. She must be able to type at 
least 45 net words per minute before 
she is released from class. Candidates 
for stenography must be well grounded 
in the fundamentals of shorthand be- 
fore entering class. The course develops 
speed and accuracy. The designation 


of Stenographer is not granted until 
the trainee can take dictation at 120 
words per minute and transcribe at the 
rate of 20 words per minute, with less 
than 2% error. 


Phonography must be taught from 


scratch. During the first two weeks of 
training, the trainees are given cylin- 
ders that have already been transcribed 
by an experienced operator. We ask 
the operator to make an extra carbon 
of the original transcription so that the 
training supervisor may check the 
trainee’s work without listening to the 
entire cylinder. In the third week, the 
trainee starts making original tran- 
seriptions, which are thoroughly checked 
before being sent to the dictator. A 
daily record of her progress is kept and, 
when she is able to meet the production 
requirements for the designation of 
Phonographer, she is transferred to a 
transcription section. 

Keypunch candidates must be able to 
type and also pass a special aptitude 
test. The training consists of familiar- 
izing them with the equipment, and de- 
veloping speed and accuracy in punch- 
ing. 

The entire training program is com- 
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~~ make Mary.. 
4s. “5 Do 25% More Work! 


— 


Your secretary need not spend valuable 
time assembling carbons and second 
sheets in the messy old-fashioned manner 
—then laboriously taking ‘em apart when 
the lettez is finished. Buy her some 
LETTEREX—a ‘“‘set’ is one carbon lightly 
spot-gummed to one second sheet. She 
simply grabs one or more sets, acc 

ing to the number of copies neede 

and types away. Letter finished—SM 





hands have never touched! 


Government departments and prontl 
companies using LETTEREX have g 

25% extra production. EVEN MOR 

is easily possible. And it's clean, @asy 
to use; girls love it. Better try LETPEREX! 


Wag 
Score 4 for Letterex— 


1. Makes one to 8 clear copies—white, yellow, green, 
or mix ‘em up. 


2. Erasures on copies are easy—simply detach spot- 
gummed carbon from second sheet, at the top. 
3. Inexpensive. You have to buy carbon paper and 
second sheets, anyway ... why not buy them 
already assembled? 

4, Saves lots more on secretarial time than the dis- 
posable carbons cost. You can even keep the 
carbons for other typing. 


“Mail this coupon Now! 


McGregor & Werner, Inc., 

1640 Connecticut Ave., Washington 9, D.C. 
( ) Send free samples and prices. 

( ) Have distributor call. 

( ) Send details on distributor franchise. 


Name......... 
Trade Mark Reg. 


MANIFOLD CARBON PAPER SETS Addron. 


Business. 





pletely divorced from the production 
units. I believe there is a definite ad- 
vantage in having a training supervisor 
who is not responsible for production. 
The thinking of a production super- 
visor is always colored by the pressure 
of work. Consequently, her instruction 
is likely to be less patient and thorough 
than that of a person whose sole re- 
sponsibility is the development of the 
individuals assigned her. 

Almost equal in importance to train- 
Sing is the attitude of the workers to- 
wards their jobs. They must like their 
work if they are going to put forth their 
best efforts. Therefore, the second step 
Sin controlling production and costs is to 
provide the things that make workers 
enthusiastic about their jobs. The im- 
provement of working conditions can 
greatly influence their thinking. The 
height of chairs and machines can be 
adjusted to the individual operator. 
Noise in the workroom ean be reduced 
iby sound-absorbent ceilings. Lighting 

an be improved. The perennial feuds 
as to whether the windows should be 
ppened or closed can, perhaps, be solved 


@>y the installation of air conditioning. 
t is hard to measure the exact amount 
f benefit from such improvements, but 


A. Devaney, Inc., N. Y. 

Some dictators are not critical of the typing 

in letters they sign, others will redictate 
rather than send a letter back. 


there can be no doubt that workers do a 
better job when they enjoy their sur- 
roundings in the office. 

Then there are other things that might 
be called morale builders that often at- 
tract the workers to their jobs almost 
as much as the salary incentive: staff 
benefits, such as group insurance and 
pension plans; dining room facilities, 
recreation rooms, smoking privileges, 
candy vending machines. Music while 
you work is very popular in the tran- 
scription division. When it was first 
installed, we wondered whether it would 
interfere with the cylinder work. It 
did not. In fact, if we forgot to turn 
it on, the phonographers were the first 
to miss it. Of course, we can control 
the volume of the music and keep it a 
little lower in the transcription section 
than in the rest of the division. 

The greatest morale builder of all is 
the transcription supervisor herself. She 
must be a supersalesman. She must 
be able to sell each employee upon the 
importance of the work assigned, upon 
the opportunities offered by the various 
jobs, and above all, she must sell her- 
self so that her staff will put forth the 
extra amount of effort that is needed 
when the work load is heaviest. 

The third step in controlling costs is 
setting performance standards. It must 
be recognized that very few people 
work hard naturally. It is not enough 
to say to people, “Now you just keep 
busy and don’t waste time, and you 
will measure up to our requirements.” 
There is a wide difference in the inter- 
pretations put on that phrase, “Keep 
busy.” I have seen some typists who 
would sit at their desks and read 
through every piece of work before they 
started to tvne, Thev thought they 
were keeping busy. I have seen tran- 
scribers pick up a bulky ease to find a 
claim number and stop to read the en- 
tire file. They would have been offended 
if they had been ealled down for wast- 
ing time. Consequently, each transcriber 
or typist should know definitely what is 


(Continued on page 124) 
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” WRGNEDDEX VISIBLE CARD FILES 


“The Card That Walks" See Magne-Dex 
MAGNETISM MAKES BLIND FILES VISIBLE Ay A, 


Magnetism like electricity is a mysterious force. This 
peculiar form of energy has now been applied to record 
keeping systems, A magnetic force exerting its influ- 
ence to impel or repel is permanently harnessed to 
MAGNE-DEX. Card records quickly separate at a 
touch. Without mechanical assistance hundreds of in- 
dividual names or titles may be seen in a few moments. 


FINGER-TIP REFERENCE 


MAGNE-DEX Visible Equipment is built on 

the PORTABLE TRAY vaaare. Here you have 

compact trays in 500 or card capacities in 

standard card sizes. fen are used a 

or housed in upright files, tubs or card record 
des MAGNE-DEX gives you instant {5 card visi- 
bility, at any point of reference instead of the old blind 
files that give ot just one card visibility. No thumbing 
or searching. his is the most revolutionary —_— 
idea in filing since cards were first placed in 
boxes. MAGNE-DEX cards can be used in tyeowriter, 
bookkeeping or office machines. 


Control 
designed to control 
card action in tray 
or drawer. 


NITE 


individual cards _ 
magnetized to col 
each other by a pet} 
manent magnet — 


plates are 


causing the vannlegs 


CARD RECORD DESK 


This Magne-Dex Record Desk is a combination desk and 
record file that places cards where they are easily available 
and instantly accessible for reference and posting. The work 
tale will accommodate all the pe ting work a clerk can do. 

The drawers of the file open to their full length making their 
entire capacity available for filin 


out action! 


TYPICAL TUB DESK 


“Tub Desk Housing’ over the years has proved t@ be 
the most economical, convenient and adaptable method 
for filing and indexing purposes. Now MAGNE ax 
TRAYS can easily be utilized for Tub Desk installa 


The cards are filed in trays fa dae the operator. All drawers 
operate on a ball bearing cradle typ2 progressive suspension. 
Cabinet No. CRD 985 has four drawers, each of which will 
accommodate three 8” x 5” cards trays or four 6” x 4” card 
sauipped with a box rable has a gray linoleum top and is working height. 22” Magne-Dex. Trays are convenigntly 
equ 

fiustrated ‘below, Magne-Dex Card Record Desks can be pe cone anges in Tub Desks of various cagjact- 
installed in battery ‘formation. You can extend your record tes. ese on are sold with 1000 cards and 
system as your requirements necessitate. will take up to 1200 cards comfortably, if necesgary. 


Ps 


The operator has every card available for finger tip 
reference, All the advantages of the ““MAGNE-DEX one 
line visibility” features are thus ready at comfortable 


WRITE TODAY 
FOR 
COMPLETE 
ILLUSTRATED 
LITERATURE 


ON ALL 
MAGNE-DEX 
UNITS. 


Designers and Builders of Efficient Office Equipment 


Se 


Manufacturers of SPIN-DEX 
Box 258-0 s Skokie, Illinois 





NOMA Surveys Office Customs 


married people, snack practices 

and working hours are covered in 
the 2nd Office Customs Survey pub- 
lished by National Office Management 
Assn. Additional topics taken up in 
the survey are length of work week, 
rest facilities and rest periods, length 
of lunch periods, office smoking and the 
use of cuspidors. Survey results are 
classified according to type of business, 
size of company and geographic area. 
Over 2,100 companies in more than 120 
cities in the U.S., Canada and other 
countries participated in the survey and 
464,649 office employees are _ repre- 
sented. 

Less than 4% of the responding com- 
panies concern themselves officially with 
the dress of their office employees. Over 
three-quarters of the companies allow 
men employees to remove their coats 
at any time, and an additional 13% 
allow their men to remove their coats 
in warm weather only; over 58% allow 


|) =: customs, the employment of 
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sports shirts. In the companies allow- 
ing men to remove their coats, 82% al- 
low them to be removed while contact- 
ing customers or the public. Only 2% 
of the responding companies said they 
did not allow men employees to remove 
their coats at all. 

Of the reporting companies, 42% re- 
strict smoking by women employees 
while at their desks. Women are re- 
stricted in their smoking by about the 
same number of companies as allow 
men unrestricted smoking. Less than 
3% of the reporting companies forbid 
smoking entirely. 

Between-meal] feeding is of major im- 
portance to many companies, especially 
the morning coffee period. Almost 85% 
of the responses indicated that between- 
meal snacks were officially okayed. 
Over half of the companies that did not 
officially allow between-meal snacks said 
that they “ignored violations.” 

The standard office work week is 
shrinking in hours. Almost twice as 
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large a percentage of companies show 
a work week of under 37 hours as did 
in a similar survey in 1946. The group 
working from 37 to 39 hours per week 
has grown by over 25%, while com- 
panies working over 39 hours have de- 
creased. There has been a 25% reduc- 
tion in the companies working 40 hours. 

The popular starting time is from 
8 to 8:29 am. with 56% of the 
companies beginning the work day at 
this time while 31% start between 
8:30 and 8:59 a.m. Companies setting 
their starting time for 9 a.m. and later 
equal only 15% of the number that 
favor 8 to 8:29. Fewer than 100 com- 
panies indicated they started work be- 
fore 8 a.m. 

Over half the responding companies 
stop work in the office between 5 and 
5:29 p.m. The next favored quitting 
time is between 4:30 and 4.59, with 
31% answering here. Just over 100 of 
the 2,100 companies indicated they quit 
before 4:30; 123 companies quit after 
5 :29. 

When asked what policy is followed 
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when the husband or wife of a present 
employee applies for a position, ré 
sponding companies were about evenly 
divided; half said they reject the om 
plication and the other half said they 
ignore the family relationship and com 
sider it like any other. When two e 
ployees marry, 35% of the companii 
move them to separate departmen 
14% consider it necessary to dismi 
the wife or husband. Married wom 
are hired by 93% of the companies. 7 
Cuspidors have not entirely fad 
from the office scene. One-fifth of t 
offices still have cuspidors in use. On 
1% of these companies provide a cus- 
pidor at every desk, but 18% provide 
them if requested. Copies of the Offiee 
Customs Survey can be had from 
NOMA at 132 W. Chelten Ave., Phila- 
delphia 44, for $2 a copy. It was made 
under the direction of NOMA’s national 
research committee, consisting of E. D. 
Herring, (Chairman), Atlantic Re- 
fining Co., Philadelphia; R. L. Forster, 
Ebaseo Services, Inc., New York; and 
W. W. Williams, Aldens, Inc., Chicago. 
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National Conference 
& Exhibit Calendar 





National Stationery & Office Equipment 
Assn., Stevens Hotel, Chicago, Sept. 


22-26. 


Institute of Newspaper Controllers & 
» Finance Officers, St. Louis, Hotel Stat- 
ler, Sept. 23-26. 


ife Office Management Assn., 
water Beach Hotel, Chicago, 
24-26. 


Edge- 
Sept. 


ontrollers Institute, Waldorf-Astoria 
Hotel, New York, Sept. 30-Oct. 3. 


erican Institute of Accountants, Chal- 
fonte-Haddon Hall, Atlantie City, Oct. 
7-11. 


tems & Procedures Assn. of America, 
Sheraton Hotel, Chicago, Oct. 10-12. 


itute of Internal Auditors, Roosevelt 
Hotel, New York, Oct. 14-16. 


erican Management Assn., Office 
Management Div., Hotel New Yorker, 
New York, Oct. 18-19. 


ail Advertising Service Assn., Hotel 
Schroeder, Milwaukee, Oct. 13-17. 


nadian Office Equipment Dealers 
|Assn., Chateau Frontenac, Quebec, Oct. 
19-20. 


tional Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
Oct. 21-24. 


National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New Orleans, 
Oct. 22-25. 


National Business Show, Grand Central 
Palace, New York, Oct. 22-27. 


Time & Motion Study Clinic, Sheraton 
Hotel, Chicago, Nov. 1-2. 


Pittsburgh Business Show, Hotel William 
Penn, Pittsburgh, Nov. 7-9, 
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Saving Stationery 
Shelf Space 


IRVIN A. HERRMANN 


Office Manager. Servel, Inc.. 
Evansville, Ind. 


problem of utilizing the shelving 

space to best advantage. This is 
especially true in storing stationery and 
record forms due to the varying sizes 
and quantities of items and the constant 
change of inventory. Stationery and 
forms are usually placed in form num- 
ber order on the shelves to simplify 
filing and to enable the attendants to 
locate the items quickly. This causes 
small size forms to be intermingled with 
larger sizes and small packages placed 
with bulk quantities. 

This problem of storing various sizes 
and quantities can be solved by using 
shelf divider units as shown in Fig. 1. 


| any storeroom there is the constant 





Seto weier, 
Sees eee 
estos 

Nees 


Fig. |. 


These units, formed from 20 gauge sheet 
steel, provide a support over small 
packages to permit storage on top of 
them. Only three sizes of units are re- 
quired to handle all standard size forms. 

An 18” depth shelf is the most prac- 
tical size for stationery storage. Form 
sizes 11” x 14”, 11” x 17” and two 
stacks of 11” x 84%” can be placed in 
this depth. Two shelf divider units are 
used, one in back of the other, to sup- 
port the larger size forms. Shelves 
spaced 12” apart provide for four stacks 
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In this case the easy way is the best way 


Choosing the right papers for office needs is an easier task than you’d 
guess — once you have all the facts at hand. 
For instance, if you’ll keep in mind that Eastern makes: 
Atlantic Bond — a crisp, crackling fine bond sheet for letterheads. 
a smooth-running mimeo for stencil duplicating. 
easy-on-the-eyes ledger paper. 
duplicating papers engineered for better copy and just about every 
fine office paper you'll ever need. 


— if you will but remember all of these facts, you’ll see that 
standardizing on the Eastern line can save time, save money, save 
confusion — and you’re sure to want to begin today. (Others have 
been doing so for years . . . quite profitably!) 


Remember, too, that all of our papers are made with Eastern’s exclusive 
PUROCELL® pulp — the cleanest, clearest pulp made. 





Yee CO Re Ge ee eR 2 ELE OV OREN TS ears, 


Eastern's Atlantic Bond 
AND OTHER FINE BUSINESS PAPERS 
MADE BY EASTERN CORPORATION © BANGOR, MAINE 
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( CARBON PAPER 


MITTAGCGR VOLES. tre 


Vw 


typing, all clear and clean —not evena roller mark. 


CARBON PAPERS SEE its new folder and back imprints which 
add eye-catching appeal. 


& Here's something really new —the all new 
SILK SPUN Carbon Paper. See how you can 
sell its amazing qualities .. . 
S SEE proof of its ability to make 24 copies at one 


SEE how its new Dawn-Tone velvety gray back 

eliminates slippage, adds strength but not weight. 

Be sure to see, also, new M & V Nylon Ribbon. 

See a complete gradation of writes, from 

extra-light to heavy, on nylon inked the auman 

proper way—the M & V way. sl ~, 
oe f * \ shal 

And see other striking improvements gos {gh a. \ 

and additions to the famous 4 t 

M & V line. 


MITTAG & VOLGER, INC. 


Park Ridge, New Jersey 
Fine Carbon Papers and inked Ribbons Since 188! 


THe Orrice—September, 1951 





of forms in one pile when three units 
are used. 

The shelf divider unit is made with a 
1%” flange, turned inside, so that the 
units will stack as shown in Fig. 2. 
Units of the same size can be stacked on 


top of each other. One large unit will 
stack over two small units or the various 


size units can be pyramided. Different 


size units can be butted together to sup- 
port extra large forms or several stacks 


of smaller size forms. 


























































































































Fig. 2. Showing some of the various ways units may be used to store forms 


of different sizes (see key below). 


CODE UNIT SIZE 
A Small 
B Medium .. 
C Ceres... .: 


WIDTH HEIGHT DEPTH 
; 6l/,” 3" 9" 


USED FOR FORM SIZES 
5!/o" x 8!/" and 8" x5" or smaller cards 
gl," ie 12" 8!/." x 7", 8" x 8!/.", 8!/," x | iat two 8!/," x 51/7," 
12i/." i 9" Hix 84", bi x 14", FE" x 17" 
D Small and medium units butted together support 14" x 17" forms. 
E Medium and large units butted together support 17" x 22" forms. 
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Electric Typing Movie 


FULL-COLOR 16 mm sound mo- 

tion picture, “Electric Typing 

Time,” has been produced by In- 
ternational Business Machines Corp. 
and is available on request, free of 
charge. In 20 minutes running time, 
the film tells of Jane Marshall, a typist 
in a large office, who has just received 
a promotion. Before she goes to her 
new position, she is assigned to instruct 
her successor in the latter’s typing 
duties and introduce her to the type- 
writer which has served Jane so well. 
Close-up views of electric typewriter 
operation and shots showing correct 
posture at the machine, illustrate how 
easily Jane’s replacement learns to oper- 
ate the electric typewriter. 

Flashbacks show Jane in the typing 
class of the business school she at- 
tended before entering the office. Eleven 
students from New York’s Central Com- 
mercial High School as well as IBM 
| personnel appear. A highlight of the 
production is the first screen appear- 
ance of the world’s champion typist, 
Stella Papunas, who established her 
fone-hour record of 140 net five-stroke 
words a minute on an IBM ‘electric 
stypewriter. In the film she attains a 


Shooting IBM's "Electric Typing Time.’ 
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speed of 185 words a minute. A slow 
motion sequence shows her champion- 
ship technique. 

Produced for IBM by RKO-Pathe, 
the film’s educational consultant was 
Prof. John L. Rowe of Teacher’s Col- 
lege, Columbia University. 


LT 


Letter Writing 


(Continued from page 116) 


expected of her and be able to figure 
out for herself whether or not she is 
measuring up to the requirements. If 
the standard set is reasonable, the aver- 
age clerk will have enough pride of ac- 
complishment to measure up. If each 
clerk knows that she is being judged 
on her record, she knows that her 
progress depends entirely upon herself 
and not upon winning the personal 
favor of the transcription supervisor. 

In companies that use an incentive 
plan such as a piecework or individual 
bonus system, the paycheck becomes an 
individual production report. I have 
had no first-hand experience with incen- 
tive plans, but know they have reduced 
costs in many companies. I believe, 
however, that comparable costs can be 
secured through good supervision and 
well defined work standards. 

What standards should be set? If 
there were an unqualified answer to that 
question, I am sure we would all have 
known it long before now. If we could 
say that every transcriber should turn 
out 50 letters a day regardless of the 
nature of the work, life for the tran- 
scription supervisor would be much 
easier. As it is, someone is always 
showing her an article that appears in 
print saying that the transcribers of 
the “X” Company have an individual 
average production of 100 letters daily 
or some equally fantastic figure, and 
there is probably a pencilled notation, 
“Why can’t we do this?” Such com- 
parisons leave me cold. They might 
just as well send me a clipping from 
the sports page about some athlete who 
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10-key Keyboard 


Totals 999,999,999.99 


Full Keyboard 
Totals 999,999,999.99 


Calculating Jobs without 

Trained Operators — Thats 
the “Plus” We get from 
Victor Adding Machines. . 


VICTOR ADDING MACHINE CO. 
Chicago 18, Ill. 
The World's Largest Exclusive 
Manufacturers of Adding Machines 
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VICTOR 


HAS WHAT 
IT TAKES 


New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 
chines that need trained operators. 

Victor Custom models do such im- 
portant calculating jobs as figuring op- 
erating and budget ratios, comparative 
sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 
print results on the tape. 





[@D 0987654321 QO) 


Movable Decimal Marker Speeds 
Calculation—Exclusive with Victor. 
Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 
tiplication, division, addition and sub- 
Araction of decimal equivalents. 





Peoeeeeeeee seseeeeee® 


There are 42 basic Victor models. 
To learn how Victor can give you extra 
service on your figuring problems mail 
coupon or call the Victor Branch or 
Dealer listed in Classified Phone Book. 


MAIL COUPON‘*TODAY! 


Victor ey Machine Co. 

Chicago 18, fll., Dept. OM-9 

Please send me free new booklet ‘Secret 
Speed.”’ Tells how Custom machines do 
many important calculating jobs. 


im Send me free information on complete 


ictor line. 
Name______.. sf 
Company Name-_ 
Address 

City. State. 


ee 


° 














rs. ee 
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The New, More Flexible 


@® POSTING TRAY 


WIDTH EXPANDS 


TY" to 92" 


Weighs Only 
41/2 \bs. 


CAPACITY—WITH 25 GUIDES— 
UP TO 2,000 Sub. 32 SHEETS 


@ Accommodates a greater variety of card 

sizes than ordinary trays. 

Non-corrosive aluminum and stainless steel 
construction will last in?-finitely — hand- 
some 2-tone appearance. 

2-Position sidearm shifts at a mere touch 
for offsetting cards. 

No side or front plates—dust cannot col- 
lect in tray. 

Wire-brushed aluminum base prevents cards 
sliding. 

Rubber-cushioned, non-marring base. 
Even compression of front and back plates 
keep records in perfect condition. 

Base is 15!/" x 8" with full 111/," working 
capacity; end plates 9" high. 

Complete line of metal hoods and stands are 
available for the WB Posting Tray. 
DEALER « Write for literature, prices and 

° Dealer's Discounts. 


IMMEDIATE DELIVERY 


WEBER BROS. METAL WORKS 


128 N. Jefferson St. Chicago 6, Ill. 
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count. 


| non-typing 
| count is not, in itself, significant. 
| example, in 


just ran a 4minute mile and add the 
comment, “Why can’t you do this?” 


Some transcription work may be let- 
ters that are so similar in content that 
the transcriber can type them almost as 
fast as she can write, “Now is the time 
for all good men to come to the aid of 
the party.” Other transcription work 
may consist of letters full of technical 
terms, may require the operator to look 
up a good many names and addresses 
and may even require some editing by 
the phonographer. There are so many 
factors that it is hard to spot them all 
even in your own division. We have 
two transcription sections in which the 
phonographers are of similar age, ex- 
perience and ability. One group spe- 
cializes in claim letters. The other 
group does a dozen varieties of work. 
The group that specializes consistently 
averages 10% higher individual produc- 
tion than the other group. This differ- 
ence must be considered when setting a 
standard. So I ean only suggest that 
you base your performance standard on 
the production that you obtain on the 
various kinds of work in your own 
department. 

There are, of course, several ways of 
measuring the work done in a central 
transcribing department. The simplest 
way is by cylinder count or letter count. 
More accurate ways are by line count, 
by the square-inch method or by key- 
stroke counter. In our phonographic 
section we use the keystroke counters. 
In our stenographie and typing section 
we use a letter count. 

The selection of a method to be used 
must be based upon the nature of the 
work to be measured and the purpose 
for which the measurement is made. If 
all of the work of the section is similar 
in its non-typing operations, the easiest 
way to compare the records of the 
individual operators is by keystroke 
On the other hand if the work 
is varied and widely different in its 
operations, a keystroke 
For 


our and 


stenographiec 
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The Safety Vault Alone... sss. 


Cena 
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att <a eee 


The "AUDITOR'S" File No. 478 


Contains: Two double index drawers for 3" x 5" or 4" x 6" 
cards - (6400 capacity); card drawer can also be used for 5p 
cancelled checks; two ball-bearing, full width, letter size 8 


drawers; a safety vault (no keys necessary, only you know 
the dial combination); three adjustable storage compart- 
ments under lock and key. Size 37!/2" high, 30!/" wide. 


uy" 2 
17'/2" deep. Cole gray baked enamel finish. VIL ‘eteninstiens lock whisk 


automatically locks all drawers. 
The above cabinet with four letter size drawers, instead of No. 478PL 
two. (The additional drawers replace the lower 395735 ’ 
compartment.) No. 474 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 


oe) & STEEL EQUIPMENT COMPANY 
285. Madison Avenue, New York 17, N. Y 
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| 
The Industry's Finest Audience — attendance is by invitation 


to obtain a qualified audience. FOR EXAMPLE— independent surveys 
made last year proved that— 


© 81% were actual users and buyers of office equipment and supplies — 
© 88% were over 25 years of age — and 


© 89% found the National Business Show belpful! 





The World's Largest Market — buyers in New York's metro- 
politan area account directly for 18% of entire industry's output PLUS — 


Policy making executive offices in New York — world center of business 
and finance — standardize on equipment for their national organizations 
... New York sets the pace and the buying pattern! 


NATIONAL BUSINESS SHOW 


33 West 42nd Street, New York 18, N. Y. « PEnnsylvania 6-6760 


Tue Orrice—September, 1951 


$ 





typing section we type letters, records, 
cards, envelopes, miscellaneous forms 
and all other kinds of copy work. A 
special record may take three times as 
long to type as a letter, although the 
actual number of keystrokes is no 
greater. Consequently, if production is 
judged on a keystroke basis, an operator 
would be penalized every time she was 
asked to type a record. 

If the operator reports the number 
of keystrokes on each piece of work 
and the units made on record typing 
are multiplied by 3, the work credit 
will be more accurate than simply count- 
ing the number of records and number 
of letters. But that requires a lot of 
extra work on the operator’s part. Un- 
less the higher accuracy is needed for 
the purposes of administering an in- 
eentive plan, the additional bookkeeping 
is not warranted. sa 

We have determined the relative time 
for each type of job by time study. 
Then we selected a letter as the stand- 
ard work unit and assigned comparable 
values to other types of work. For ex- 
ample, a letter is worth one work credit. 
Eight cards or envelopes are worth one 
work credit. Two miscellaneous forms 
are worth one work credit. One record 
is worth three work credits, ete. We 
grouped together the jobs that required 
almost the same amount of time to keep 
the number of classifications at a mini- 
mum. We then applied the credit scale 
to past production records to see how 
many credits an hour the operators had 
been averaging. That gave us a basis 
for setting a standard. The standard 
set was higher than the previous aver- 
age, but it was well within the reach 
of most operators. Then each operator 
was furnished with a short explanation 
of the system so that she could figure 
out her own record. The effect of the 
plan was immediately ‘noticeable. Clerks 
who had been coasting along began to 
pick up speed. One of the greatest 
gains was in the work of new clerks. 
They had a goal set for them and they 
knew what they had to do to make good. 
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THE TEAM THAT 
LIGHTENS YOUR 


Ts 
¥ 1492 


4H gem of 5¢ 
pencils 


RASER STIK 


wood encased 
eraser for ink, 
pencil or 

4 typewriting 





The quality of the work that a tran- 
seriber turns out is just as important 
as the quantity. You cannot depend 
entirely upon the number of rewrites 
that come back to the transcription de- 
partment to judge the quality of the 
work done. Some dictators are tar 
from critica] of the typing in the letters 
that they sign. Others will redictate 
rather than send the letters back. Of 
course, it is not profitable to review 
every piece of work that is typed in the 
transcription department before it is 
released unless an accurate count of 
errors is needed for the administration 
of an incentive plan. But a spot check 
is a necessity. We classified the differ- 
ent kinds of errors according to their 
seriousness and assigned demerit values 
to them. For example, a misspelled 
word rated 5 demerits while the im- 
proper division of a word rated only 
2 demerits. Strike-overs and careless 
erasures rated 5 demerits each but poor 
spacing rated only 2 demerits. The 
scale is applied by the section head to 


at least 10 full pages of typing picked 
at random from each girl’s work each 
month, as well as to all letters returned 
for rewriting. A monthly quality rating 
is then figured for each operator, based 
upon the average number of demerits 
per page of typing and given to her on 
an individual report sheet. 

Although there was a great deal of 
joking about getting “report cards,” 
every operator was interested to know 
how she made out. It is a curious fact 
that there are a good many operators 
who will admit they are slow, but very 
seldom will you find one who will admit 
that she is not accurate. We have used 
this quality review for over a year and 
the largest group always falls into the 
excellent rating class. That is pretty 
good because one serious error can usu- 
ally disqualify an operator. 

As I have suggested, neither of these 
systems of judging quantity or quality 
is a 100% accurate, but they can be un- 
derstood and used by the transcribers 
without lengthy explanations. They 








@ Make worn folders as good as new. 


@ Ready to use in easy-to-type strips. 


Order a supply of Dennison Reinforced 
File Folder Tab Labels from your 
stationer today. 


Dennison 
For free samples, write Dennison, 
Dept. TO, Framingham, Mass. 











NEW! Reinforced File Folder Tab Labels 


Here’s why you should use 
Dennison Reinforced File Folder Tab Labels: 


@ Reinforce new folder tabs while labeling. @ Fit all 14 cut folders. 
e Form a triple strength tab for long wear. @ No ridges to catch on papers. 


®@ 8colors for easy subject classification. 
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Send today for your 
copy of 


WHAT'S YOUR BRAND? 


Longhorn’s fascinating little 
booklet about famous 
Southwestern cattle brands. 

‘ Handsomely illustrated— 
free for the asking! 


BE SMART MAKE 17 SHARP! 


ONGHORN 


CARBON and 
RIBBONS | 


Whether it’s the V-P’s important 
correspondence or an intra-office 
memo—make it sharp with 
Longhorn carbon and ribbons! 
Top-quality in every way, 
Longhorn Plasti-Carbon makes 
sharp, clean copies over and ovér 
—won’t slip—won’t curl, in any ~ 
weather—won’t smudge or “treep 
Handles easily, corner-cut for i 
easy removal. Choose the backing 
that pleases you—Longhorn } 
Plasti-Carbon or Wax-Back ; 
Carbon—for top performance. 7 
Available in the right weight and 
finish for every job. : 
And for perfect companion quality 
use a Longhorn ribbon . . . you'll 
call it the ''perfect ribbon.'' Non-filling, 
sheer yet tough. Types clean and 


sharp—brings praises from the most 
meticulous person! 


CAm CO 


AMERICAN CARBON 
ad 1 a Ce OO 








SAMAS! 
Punched Card Machine Accounting 


at Lower (ost! 





LOWER INITIAL COST 
LOWER UPKEEP COST 
LOWER CARD COST 
LESS WORKING SPACE 
LOWER STORAGE COST 
EASIER TO OPERATE 

) 


40-COLUMN CARDS 
21-COLUMN CARDS 
FOR VERSATILITY AND VALUE 


ead 


Sale, Rental or Time Payment 


Since ’way back thirty, forty years ago 
—we have pioneered and advanced 
punched card equipment and systems 
to the exclusion of alli else. 





American business—large and _ small, 
can now afford every advantage of 
punched card machine accounting. 
Samas equipment includes both manual 
and automatic machines for punching, 
verifying, sorting and printing from 
either 40-column or 21-column tabulat- 
ing cards—and all equipment and 
supplies now cost less than ever before. 
If you heretofore thought punched card 
systems were wonderful but too costly 
for your firm, investigate the Samas 
systems without delay. 


POWERS-SAMAS ACCOUNTING MACHINES (SALES) LTD. 


814 N. MICHIGAN AVENUE CHICAGO 11, ILL. 
Telephone: WHitehall 4-2821 
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give them definite objectives and they 
make the work of the supervisor easier 
when she must judge the value of an 
individual clerk. Department perform- 
ance can be estimated by combining the 
individual records. There are other 
factors affecting letter cost but I be- 
lieve that if you can develop trained 
workers, who like their jobs and know 
what is expected of them, your letters 
will be a good product obtained at a 
reasonable cost.—From an address at 
the National Business Show Office Week 
Forum. 


CI Conference 


(Continued from page 70) 


luncheon on Monday, Oct. 1. The lunch- 
eon on the following day will include a 
special program commemorating the 
20th anniversary of the organization. 
The annual business meeting and elec- 
tion of directors will: take place Mon- 
day morning, and the annual banquet 
will be held on Tuesday evening, Oct. 
2. Tuesday afternoon will be devoted 
to 16 industry conferences for con- 
trollers working in particular fields 
such as banking, chemicals, life insur- 
ance, metals manufacturing, paper 
products, retailing, textiles, ete. 

Vineent C. Ross, vice president and 
treasurer, Prentice-Hall, Ine, New 
York, and president of the Controllers 
Institute, will preside at the annual 
business meeting and the banquet. 
Wayne C. Marks, controller, General 
Foods Corp., New York, will conduct 
a session on wage and salary controls. 
A reception for members and their 
wives will take place Sunday after- 
noon, Sept. 30. A display of business 
systems ‘and equipment will be held 
throughout the convention. 

Arthur Surkamp, vice president, 
United States Rubber Co., is serving 
as general chairman of the committee 
in charge of the event. Vice chairman 
is Wayne C. Marks. Other committee 
chairmen include: arrangements, J. Me- 
Call Hughes, Mutual Life Insurance 
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Sturdy Recessed 
Base with Toe 
Clearance at 
Front 


VANGUARD 


STEEL STORAGE FILES 


“double” as an active file 


Engineered for ‘‘easy’” action and 
hard, daily open-and-shut usé, 
Ruggedly built for stacking . .. 
won't bulge or sag. Handsomé, 
too! Choice of Hammerloid Gra 
or Office Green oven baked finish 


Available for prompt shipment. 7 


Check these outstanding 
dual-service features: 


® Positive, simple stacking ~ 
provision 

® Four rollers for easy 
operation 

@ Index guide rod with 
brass knob 

® Self-locking follower 
available 

@ Brass finish cardholder 
and handle 

@ Beautiful, oven-baked 
finish 


@ Letter and legal sizes 


CONTACT YOUR DEALER 


Exginccrung & anupacliring Company 








For More Sales and More 
Profits 


$44.50 


(Plus Fed. Tax 
& Supplies) 








Model 25 
$24.40 


@ (Plus Fed. Tax 
and Supplies) 


Stock the Complete Master Line 
A complete line of spirit process addressers 
with extra value in every item 

~ Model 40. Automatic tape advancement, ad- 
se gt guide, adjustable fluid control. 
lodel 25. Low-priced, simple and efficient. 
Model 40-H. Moderately priced, foot-oper- 
ated machine for high production of the larg- 
est mailing lists. 
Lab-L-Master. A new system for addressing ship- 
ping labels and tags. 
As advertised in 
Besa: eee oatee 
n ce 
No Stencils @ No Plates @ No Rib one © We Ink 


Write today for full details 


fledder rhédoeuee C2 


6500-0 West Lake Street, Minneapolis 16, Minn. 
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Co. of New York; business show, 
Charles B. Lunsford, Equitable Life 
Insurance Society of the U.S.; enter- 
tainment, Arthur L. Boschen, Vick 
Chemical Co.; finance, William Wid- 
mayer, Guaranty Trust Co. of New 
York; housing, John J. Waldron, Jacob 
Ruppert Brewery; attendance, Lincoln 
H. DeGraw, Hazeltine Electronics; pro- 
gram, C. J. Kushell Jr., Port of New 
York Authority and president of the 
New York City Control; publicity, 
H. H. Seaff, Ebasco Services, Inc.; re- 
ception, Nelson T. Hampson, Lowe 
Paper Co., Ridgefield, N.J.; registra- 
tion, Stuart W. McLaughlin, West Vir- 
ginia Pulp & Paper Co.; speakers’ 
hospitality, Leith V. Watkins, Pan- 
handle Eastern Pipe Line Co.; national 
headquarters representative, Paul 
Haase, assistant managing director of 
the institute. 

K. Y. Siddall, controller, Procter & 
Gamble Co., Cincinnati, past president 
and past chairman of the board of the 
institute, is chairman of the 20th An- 
niversary Committee, and Ogden Ash- 
ley, treasurer, Cleveland Pneumatic 
Tool Co., Cleveland, is chairman of the 
industry conferences. 


LOMA Conference 


(Continued from page 71) 


follow. 

Tuesday’s luncheon session will be ad- 
dressed by Maynard Smith, a member 
of the Wage Stabilization Board, who 
will describe the salary administration 
aspects of the economic controls pro- 
gram. That afternoon there will be 
concurrent seminars on industrial in- 
surance, and health and accident insur- 
ance. Industrial home office procedures 
will be the subject of Roger Mumford, 
assistant controller, Equitable Life In- 
surance Co. (Washington, D. C.). 
Everett J. Park will speak on putting 
ordinary commissions on a level pay- 
ment basis. A panel will answer ques- 
tions on transfers, reinstatements by 
lien, endorsements, matured endow- 
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How much money 
out of a 
calculator? 


Even if the money doesn’t fall out /ike 
from a piggy-bank, a Facit calculator soon 
pays for itself and then yields pure 
profit. Facit costs less than any other 
machine in its class, but still does the 
normal calculating work of 5 to 10 men! 
Its simplified 10-key system for all 
types of calculating can be learned by 
anyone in 15 minutes. Count on 
profits—count on Facit, the world’s 
most exported calculator. 


See FACIT—Booth 29 at 
Controllers Institute 
Convention 


WORLD CHAMPION IN ITS CLASS 


A BUSINESS PRODUCT OF 
AKTIEBOLAGET ATVIDABERGS INDUSTRIER 


u. s. sussioiary: FAC | : INC. 


500 FIFTH AVENUE, NEW YORK 18, N. Y. 
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Today’s Keen-Minded 
Business People Prefer 
the 


LIGHT TOUCH LEAD 


“This office has tried just about every 
brand of pencil there is, and Mongol 
is the smoothest-writing pencil yet” 
...states Mrs. James E. French, 
Office Manager, Jackson, Miss. 


“I find it easier to write fast yet 
clearly with a Mongol Pencil” 


..-says Materials Expediter 
John A. Jacobus, Hawthorne, N. J. 


What’s their preference after writing 
all day? MONGOL Pencils! For smooth- 
ness...strength...longer wear—specify 
world-famous Mongols! 


Amazing 


LIGHT TOUCH LEAD 


...exclusive with 


»y EBERHARD FABER 


TRADE MARKS REG. U.S. PAT. OFF. 


| 
| 
| 


ments, paid-up policies and errors in 
age, and outline office machine methods. 

The health and accident session Tues- 
day afternoon will cover policyholder 
service practices in accident and health 
with a panel of operating accident and 
health officers telling of their companies’ 
methods regarding common contract 
changes and the services required for 
their type of policies. The personnel 
administration committee will be host 
to all attending personnel officers at a 
clinic Tuesday evening when Andrew 
B. Campbell, assistant to the personnel 
officer, Travelers Insurance Co., will 
present a visual demonstration of a po- 
sition evaluation plan. 


Psychologist Dr. Donald A. Laird will 
reveal the secret of getting along with 
folks at the Wednesday morning ses- 
sion. He will be followed by J. E. 
Smart, assistant secretary, Confeder- 
ation Life Assn., who will summarize 
the systems in use for meeting the in- 
creasing work load of group insurance 
record-keeping. The increasingly im- 
portant subject of office work measure- 
ment will be the closing topic with a 
panel presentation by Joseph T. Cosby, 
assistant manager, home office surveys, 
Metropolitan Life Insurance Co.; John 
C. Morris, secretary, State Farm Life 
Insurance Co.; E. G. Neweomb, assist- 
ant controller, Northwestern Mutual 
Life Insuranee Co.; and Waldo Wil- 
liams, manager of clerical operations, 
Aldens, Ine., large Chicago retailers. 

As will be seen from the foregoing 
program outline, LOMA will again pre- 
sent abundant opportunity for insur- 
ance office executives to gain new ideas 
on the subjects of greatest current in- 
terest. Even though an _ individual’s 
pet subject may not be scheduled, there 
are several panel meetings where sub- 
jects can be introduced from the floor. 
Readers who are not LOMA members 
and who would like to know more of the 
association or receive information on 
conference registration should write to 
Frank L. Rowland, executive secretary, 
110 E. 42 St., New York 17. 
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CUT PAYROLL COSTS 
IN 1952 











THE TODD COMPANY ’S payroll experts are ready now to show 
you how to reduce next year’s payroll-preparation costs by 61%! 
....ready now to prove that with a Todd Payroll System designed 
especially for you, any clerk can prepare a statement of earnings, 
payroll sheet, and individual earning record all at once! 

....ready now to demonstrate how the new, improved Form- 
Master’s fixed posting position speeds up operations, increases 
efficiency —cuts costs! 

....£eady now to help you plan your payroll system for 1952—with- 
out obligation! 

Thousands of companies, large and small, have profited by 
installing Todd Systems. They offer safety...closer control... 
employee satisfaction, without large investment. Get ready now to 
save money next year—by mailing this coupon today. 





_—— ee — 
THE TODD COMPANY, Inc., Dept. O, Rochester 3, N. Y. 
(0 Please send me full information about the Todd time- 
saving, money-saving Payroll Systems 
(1 Please ask your representative to call 


f, 
¥ 


Firm 


| 

| 

: 

COMPANY, INC. Address | 
bee. | 
| 

| 

| 








City_ Zone. State. 











ROCHESTER ®& NEW YORK 
SALES OFFICES IN PRINCIPAL CITIES ai 
0-9-51 


DISTRIBUTORS THROUGHOUT THE WORLDie me mee ceee cen cee comes es ames ees ces ee SY Gs GD ce ee ee ee ad 
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BOND PAPER 


Byron Weston Co., Dalton, Mass., an- 
nounced a change in the name of their 
25% rag content bond paper. Formerly 
watermarked Blackstone Bond, the pa- 
per now bears the name Weston Bond. 


WESTON BOND 


28% RAG CONTENT 


Weston Bond is available in the same 
complete range of sizes, weights and 
colors formerly made in Blackstone 
‘Bond and now includes Weston Opaque 
Bond and Weston Bond-Litho Finish. 
The Weston Bond line includes all items 
formerly available as Blackstone Bond 
including white, blue, buff, canary, green 
and pink. Also available in substance 
weights 16, 20 and 24 is Weston Opaque 
Bond, featuring extra brightness, white- 
ness and high opacity for letterheads 
and printed pieces requiring opacity and 
brilliance or where lightweight without 
show-through are desired. Weston Bond- 
Litho Finish has been added to the line 
to provide a paper especially suited for 
fast production of crisp, clean impres- 
sions by lithography. This item re- 
tains all the character of a fine 25% 
rag bond yet has the smooth, soft vel- 
lum finish essential for better lithog- 
raphic impressions. Matching envelopes 
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featuring U. 8S. Envelope’s Grip-Quik ad- 
hesive are also available as part of the 
Weston Bond line. This sealing gum 
insures instant, permanent sealing with 
complete freedom from curling, warping 
or blocking. A free sample book show- 
ing all of sizes, weights and colors made 
in Weston Bond is available from above 
address. 


PARCEL POST SCALE 


Borg-Erickson Corp., 469 E. Ohio, 
Chicago 11, Ill., manufactures a Parcel 
Post scale with many features that ap- 
peal to large and small firms. It measures 
only 2” in height and actually can be 
tucked away into a desk drawer, yet its 
8”x10” platform is all weighing surface. 
With large packages, the package is 


simply tilted back and the scale slid 
under, eliminating lifting of heavy par- 
cels. If the package covers the dial, 
there is a handy dial lock on the scale 
which locks the dial for later reading. 
Action of the scale is fast and is 
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guaranteed accurate within % of 1% at 
every point on the dial. Scale mechanism 
is enclosed in a dustproof and rustproof 
ease. The scale is especially designed to 
look attractive even in reception offices 
where mailing is done, frequently, in 
smaller companies. The dial is easy tq 
read and shows both weight, postage, 
zone numbers and mileage. Capacity is 
50 lbs. with 2 oz. fractions. Requires no 
constant adjusting since the pointer 
always returns to zero. Under terms of 
the Borg Scale Service Warranty, the 
scale assures long dependable service. 


CARBON-SECOND SHEETS 


McGregor & Werner, Inc., 1640 Con- 
necticut Ave., Washington 9, D. C., are 
distributing Letterex manifold carbon 
paper sets which consist of individual 
second sheets with a sheet of carbon 
paper gum-attached about %” below the 


top and a non-coated portion extending 
1%” at the bottom. Varying numbers of 
copies can be made of letters, memos, 
etc., with no time spent in assembling 
loose carbons and second sheets, then 
taking them apart after typing is done. 
With Letterex the typist simply gathers 
as many sets as are needed for copies, 
types letter, then snaps out the dis- 
posable carbons without touching coated 
surfaces. Letterex is clean and easy of 
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handling. Erasures are simple to make 
by detaching the lightly gummed car- 
bons at the top. Time saved with Let- 
terex varies according to the amount 
of typing and number of copies being 
made. With little typing and many cop- 
ies, time-savings of well over 50% are 
easily possible. Letterex helps eliminate 
overtime and extra typists, thus saving 
more in salaries than the disposable car- 
bons cost. Copies made with one time 
fresh carbon are always clear and sharp. 
The product is currently available only 
in size 814”x11”, with white, yellow or ~ 
green paper. Prices will be quoted ac- © 
cording to quantity, on direct order; or 7 
Letterex may be purchased from dis- 
tributors. Some distributor franchises 
may still be available. Free samples and 
prices from above address, 


STAMP PAD 


Sanford Ink Co., Bellwood, Ill., will 
deliver two Sanford Lint-Free Micro- 
cellular Rubber Stamp Pads to any office 
for the price of one pad, 70c. Only one 
of these offers will be allowed to any one 
office. This stamp pad eliminates noise” 
and wrist strain because it inks rubber 
hand stamps perfectly at the slightest? 


y 
é 
: 


touch. Even the smallest type makes a 
clear, readable impression since the sur- 
face of the pad is entirely free of lint. It 
inks uniformly because each pad contains 
21,000 micro-cellular link reservoirs. Pads 
can be used immediately after re-inking. 
To obtain this introductory $1.40 offer, 
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send 70c to above address and indicate 
colors of pads desired: red, black, violet, 
blue, green or un-inked. 


STOCK FORMS 
Horder’s, Ine., Dept. O-9, 231 8. Jeffer- 
son, Chicago 6, offer their free 64-page 
World-Wide Business Forms Catalog 
showing 494 stock forms covering a 


of business 
illustrated in 
specifications 
The book is 


very wide variety 
dures. Each form is 
size and complete 
prices are given. 


proce- 
full 
and 
fully 


indexed making it simple to locate the 
proper form for any office or factory 
use. 


MODERN 

FURNITURE 

Herman Miller 
Furniture Co., 
Dept. 0-9, Zee- 
land, Mich., 
makes modern 
unit office furni- 
ture of advanced 
design. Now avail- 
able in combed 
oak veneer, as 
well as walnut, 
are desk units in 
their executive 
office group. De- 
signed by George 
Nelson as ‘‘a tool 
for better man- 
agement,’’ these 
units comprise va- 
rious combina- 
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tions of a working surface and a stor- 
age section connected in convenient L- 
shape arrangement. The desk shown 
consists of a 72” long working area cov- 
ered in Micarta, in choice of white, 
gray, beige, yellow or light blue, and 
a storage section 80” long in the oak 
veneer. Legs are of satin chrome. Com- 
plete with Pendafiex metal file basket, 
suspended beneath the working area, it 
is priced to retail for around $450. 
Other units in the executive office group 
can retail from approximately $425 up, 
depending on their size, design and at- 
tachments. 

Various other groups are available to 
provide a completely integrated office. A 
handsomely illustrated brochure is avail- 
able from above address. 


SIMPLIFIED BOOKKEEPING 


Dome Publishing Co., 30-36 Smith St., 
Providence 3, R.1L, publish the Simpli- 
fied Weekly Bookkeeping Record for 
small businesses. Bound in a durable 
rubber and rag content cover stock and 
wire bound, it contains the simplest, 
one-page-weekly cumulative record and 
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provides complete and accurate records 
for a full year. No knowledge of book- 
keeping is required to use this system 
which gives complete information for 
all tax returns. Income, expenses and 


weekly employee payroll records with 


new social security requirements are 
provided. Shows weekly net profit and 
lists 276 business deductions allowed by 
law. Available in a colorful, practical 
display container with 12 books which 
retail at $3 each. Illustrated literature 
from above address. 


FLUID DUPLICATOR 


Standard Duplicating Machines Corp., 
Everett 49, Mass., announce the Stand- 
ard Coronet Fluid Duplicator which 
operates on a one-turn, one-copy ratio 
for greatly increased speed over many 
previous models. Floating gear suspen- 
sion with cams and gears in rubber 
mounts minimizes noise even at the in- 
creased speed and compensates for wear 
over a period of years. The engineering 
of the machine throughout represents 
the latest and best principles of machine 
design. Streamlined styling is accom- 
plished through a radical departure from 
usual custom in constructing office equip- 
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ment. Sidewall shrouds are finished in 
attractive gray leather-patterned plastic 
Boltaron, a tough pliable vinyl com- 
pound that is practically indestructible. 
Extremely resilient, the sidewalls can be 
dropped or struck without harm to the 
finish. Where metal would dent or 
crack, this material is undamaged. It is 
impervious also to duplicating fluid, 
cleans easily and does not scratch as 
would a painted surface. The smooth 
flowing lines of these shrouds and round- 
ed corners with all gears covered en- 
hance the appearance of the machine, 
make it easy to keep clean and keep” 
clothing from catching on framework 


or mechanism. The Boltaron shrouds are 
effective sound deadeners and substan- 
tially reduce the overall weight of ma- 
chine. Sidewall rigidity is maintained 
by sturdy one-piece steel plates which 
carry all the load and to which the 
shrouds are attached. Operating control 
levers and certain other parts have a 
satin silver finish which is smartly ap- 
pealing yet does not show finger marks 
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the way highly polished chrome does. 
The Coronet has automatic feed and 
duplicates anything that may be typed, 
written or drawn on a master. Using 
an exclusive principle, it automatically 
feeds duplicator card or paper stock 
even when intermingled in the same 
stack. It has a 2-qt. capacity fluid tank 
with visible troubleproof gauge and si- 
lent action friction cone clutch for 
electric operation which provides inter- 
mittent or continuous drum motion from 
the same control lever. A micromatic 
drum setting furnishes instant registra- 
tion adjustment through a fingertip con- 
trol. This feature money and 
avoids waste by quickly setting the ma- 
chine for duplicating on business forms 
that may have been printed out of reg- 
ister. As with the Standard Aristocrat 
Model, a deluxe business systems ma- 
chine, the Standard Coronet will deliver 
copies face up in full view of the opera- 
tor to facilitate the checking of copies 
as they are run. Standard Coronet Du- 
plicators are being manufactured in the 
9” x 14” sheet capacity size only, in 
hand and electric models. As productioxi 
gets into full swing, other sizes such as 
12” x 14” and 14” x 18” will be released. 


Saves 


CHAIR MATS 


Geo. E. Fox & Co., 1051 N. Throop 
St., Chicago 22, Ill., makes Perma Chair 


Mats which are reversible. They have 
beveled edges and come in black, brown, 
green, maroon and gray. Style 9648 is 
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36” wide and 48” deep from tip to end 
of lip; retails at $5.50. Style 9649 is 48” 
wide and 54” deep to end of lip; retails 
at $8. Dealer discounts from above ad- 
dress. 


COPYING MACHINE 


Charles Bruning Co., Dept. U-91, 100 
Reade St., New York 13, N. Y., makes 
the low-cost Model 20 Copyflex machine 
which offers a 46” printing width with 
exposure speeds up to 95” per minute. 
Its price is lower than that of machines 
in its volume range. It is a medium 


volume machine filling out the Bruning 


Copyflex line of five other models rang- 
ing from the heavy volume ‘‘93’’ to the 
recently introduced office, or secretarial, 
Model 12. The Model 20 requires no 
installation, just a connection to a 60 
eyele, 115 v. AC electric line; 50 and 
25 eycle machines also are available. 
Copies may be made on Copyflex sen- 
sitized paper, acetates, films and cloths. 
They are handled safely and _ con- 
veniently under ordinary factory or of- 
fice illumination, no special lighting is 
needed. Darkrooms, developing trays, 
ete., also are unnecessary. Since no 
vapor developer is used, there is no need 
for exhaust ducts or extra ventilation. 
Operation of the Model 20 does not re- 
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However 
YOU 
Use Them 








~ ee ; Ved 
“TABULATING » 


} 
t 


‘wee 


Control Punched Forms are Best! 


Try these better made control punched forms! 
If you have a tabulating installation, use them there. Use them for billing 
over typewriters ... Uarco Pin Feed Platens speed forms through in packs 


of 500 sets or more. 


However you use them, you get all these features in Uarco Control 
Punched Forms: your choice of fastening, including exclusive “bump” 
fastening ... wide or narrow copies... colors... pre-inserted carbons... 
precision punching in the margins to give you perfect copy alignment. 

Your word is law in the design of these forms—whatever you want, 


Uarco gives you. 


UARCO 


INCORPORATED 


Business Forms 


Factories: Chicago; Cleve- 
land; Oakland; Dee 
River, Conn.;Watseka, Ill. 
—Sales Representatives in 
all Principal Cities 


Hint to Office Managers The coupon is for you. 
Use it. It brings samples of these quality forms. 
Also, a folder showing how Uarco’s Pin Feed 
Platen permits their use in your typewriters. No 
obligation. 
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UARCO Incorporated 

Room 1624, 141 W. Jackson Blvd. 

Chicago 4, Illinois 

Please send samples of Uarco CONTROL PUNCHED Forms. 
Also, the folder describing your Pin Feed Platen. 


COPPER EEE HEHEHE H ERE HEE EHH EEE EES eeeeeeee eeeeeee 


Chey. cecccccccccesccscvctocesonsénnces SRR sens eaeseeasaeste 
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Your Office NEEDS = 
this “Miracle” 
Marking Pen 
for = 


XK Addressing packages, 
cartons, crates, etc. 





*K Indexing file folders, 
filing cabinets 
> Marking transfer 
files, packages 
for storage, 

lockers 
* Making charts, 
maps, signs 
* Making 
advertising 
layouts, 
sketches, etc. 


Ce 


. - and there are scores of other uses in 
the modern office for the Flo-master 
FOUNTNBRUSH. This felt-tipped instrument 
operates like a fountain pen, utilizing 
@ special type of instant-drying ink. It 
produces lines from a hair's thickness 
to strokes a quarter-inch wide. 





Writes on ANY surface-metal, glass, 
cellophane, plastic, paper, cardboard, 
wood. And it’s economical, too-can be 
used eight hours a day for three weeks 
without re-filling. No more messing around 
with crayons, no more squinting to 
read typewritten labels. 


You'll never know how much you have 
missed the Flo-master until you have used 
one. Order from your supplier or write to 
Cushman & Denison Mfg. Co., 

153 West 23rd Street, New York II, N. Y. 





: Li — TU UNON 


FOUNTNBRUSH 





quire any special training. The operator 
merely feeds the sensitized medium into 
the machine with the translucent origi- 
nal to be copied. Copies are processed 
by the machine and are stacked ready 
for use. 


PHOTO.-OFFSET SUPPLIES 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., now offer an extensive 
offset printing supply line, including 
items used for offset duplicating within 
the office. With the addition of this 
line, Polychrome becomes a manufactur- 
ing source of supplies for the three 


POLYCHROM|I 


Offset plates 


major types of office duplicating: sten- 
cils, spirit and offset. Direct Image 
Plates for copy and art work typed, 
written or drawn directly on the plate 
itself, are available in two grades, Cus- 
tom and Quality, with a less expensive 
Economy line to follow. They can be 
obtained in any required size and with 
straight, pinbar, serrated or slotted 
edges, depending upon the requirements 
of the machine used. Other items of- 
fered by Polychrome are a multi-purpose 
press ink suitable for line and halftone 
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Not much bigger than your hat 
(but the AUDOGRAPH outperforms all other dictation systems) 


Just 944 inches square —it can’t clutter your 
desk. Its 16 pounds make it really portable. 
The feature-packed Gray AuDOGRAPH is a re- 
markable engineering achievement — makes 
dictation a pleasure. 

Let versatile AUDOGRAPH increase your office 
output up to 30%. Organize your thoughts . . 
take your time ... and soundwrite conferences, 
sales reports, memos, statistics. Secretaries 
are free for other important tasks. 


AU SOGRR 


AUDOGRAPH sales and service in 180 U.S. 
cities. See your Classified Telephone Direc- 
tory under “‘Dictating Machines.’’ Canada: 
Northern Electric Company, Ltd. Abroad: 
Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. 
TRADE MARK “AUDOGRAPH” REG.U.S. PAT. OFF 


PH 
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Operation is simple. One-lever control elimi- 
nates lifting the arms and complicated adjust- 


' 


ments. There’s over an hour’s dictation time © 
on one flexible plastic disc — a disc that can 7 
be resurfaced for reuse up to 50 times! No 


throwing away after one recording. 


AupocRAPH will please your secretary, too. 


Exclusive illuminated index flashes red for ap- 


proaching corrections, green for ends of mes- © 


sages. Tonecontrolkeepsyourvoicecrystal clear. 


Dictation is easier—with AUDOGRAPH! 


The Gray Manufacturing Company, Hartford 1, Conn. 
Send me Booklet 9-R “Manpower—Starts With YOU !” 





So Fast Only A Stroboscopic Photo 
Can Show the Clary Doing Your Work 


HAND-SPAN KEYBOARD with an 
extra add bar at the bottom lets 
you print an entire row of figures 
simultaneously—with one feather 
touch instead of four or five. No- 
tice the pyramid ae’ s, they can’t 
snag your fingernails. 


IN ONE-THIRD OF A SECOND, faster than your eye can see, 
the all-electric Clary figures your answer, prints it, auto- 
matically jumps the tape above the tear-off bar, clears 
the machine. The Clary adds, subtracts, multiplies and 
°F ee : ae ; NEW ROTARY ACTION enables 
divides at the rate of 188 operations a minute, does your 
; : Clary to spin out answers from 
work up to 48% faster than other adding machines —and swift, quiet wheels. This makes 
does it with such simplicity you'll end a tough day the usual back-and-forth print- 
unfatigued. That’s because Clary’s new kind of keyboard ing mechanism obsolete. Test 


it - . Clary speed, simplicity, accur- 
eliminates 75% to 80% of the hand motions. acy on your jobs today. : 


Look for a Clary Representative 
in the phone book yellow pages. 


Clary does your work faster 


~—s of Adding Machines and Bookkeeping Cash Registers 


FREE — Helpful booklet—“‘Time, People and Equipment” is packed with management ideas. 
CLARY MULTIPLIER CORPORATION, Dept. O-7, 408 Junipero Street, San Gabriel, California 
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work; a solution which, in one stock 
bottle, serves as an etch, a repellent and 
a preservative; pre-printing and proof 
inks, varnishes, driers, lithographic type- 
writer ribbons, carbon paper, litho- 
graphic crayons and pencils, drawing 
inks, erasers, correcting fluid, blanket 
wash, hand cleaner, masking paper, sten- 
cil negatives and black correction fluid 
for the stencil negatives. 


POSTURE CHAIRS 


Hamilton Mfg. Corp., Columbus, Ind., 
announces full scale production of a com- 
plete line of Cosco Office Chairs, in- 
cluding six models of three basic units, 
Makers since 1936 of the Cosco house- 
hold line, the company entered the field 
a year ago with a secretarial chair with 
a fixed back and featuring the Cosco 
Finger-Lift height-adjusting mechanism 
which locks positively at any desired 
height. Acceptance of this first chair 
prompted the expansion to full-line pro- 
duction to include a second secretarial 


chair, similar to the original, but fea- 
turing a flexible, spring-tension back. 
Both models are adjustable in height 
between 16” and 20” by the Finger-Lift 
mechanism and have curved, upholstered 
backrests that adjust up and down and 
tilt to follow the back. Backrest also is 
adjustable for depth of seat. Frame and 
base are of tubular steel with baked-on 
enamel finish in gray, brown or green. 
The large all-steel saddle-shaped seat re- 
volves on a lifetime-lubricated Oilite 
bushing. Soft rubber 2” casters turn on 
lifetime -lubricated roller bearings and 
are mounted on ball bearing swivels. 
Seat is cushioned with foam rubber 
Latex and back-rest is padded with Tuf- 
flex. Matching upholstery of scat and 
back is Du Pont Fabrilite perforated, 
cloth-backed vinyl plastie available in 
green, gray, brown, or maroon. 


Designed primarily for men are the 
Series 17 Cosco Office Chairs in two 
models, one a junior executive chair 
with plastic armrests; the other an arm- 





“paper makes a difference!’ 


u 


A CORRECT PAPER 


FOR EVERY USE! 


. tag bonds for letterheads with 
envelopes to match . . . onion skins 
and manifolds for multi-copy rec- 

ords . . . legal sizes, plain, legal or 

testimony ruled ... printed “Copy”, 
manuscript covers . . . ALL pack- 
aged in convenient hinge-top boxes 
that fit any desk drawer... 


ASK YOUR STATIONER FOR 


EAGLE! PAPERS 


APE 














AMERICAN WRITING PAPER CORPORATION 
HOLYOKE MASSACHUSETTS 
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less general office chair. Except for this 
difference, they are identical and inecor- 
porate many of the basic features of 
design and construction of the secreta- 
rial chairs, including Finger-Lift mech- 
anism, but the all-metal base and tubu- 
lar steel frame are of much heavier con- 
struction. The Series 17 revolving chairs 
provide six easy adjustments, without 
tools, which make it possible for the 
user to fit the chair to his own physique, 
work habits and ideas of comfort. Ad- 
justments include seat depth over a 214” 
range by movement of back in or out, 
seat height between 16%” and 20%” by 
positive locking Finger-Lift mechanism, 
seat slope as much as 144” by conveni- 
ent thumbscrew, tension of spring-action 
tilting seat and back by handwheel be- 
neath seat, height of backrest and angle 
of the 164%” x 13%” backrest has 
proper curvature determined through ex- 
haustive research to assure restful, 
healthful comfort. Series 17 chairs have 
an extra-large, saddle-shaped, foam rub- 
ber-cushioned seat and padded back up- 


holstered with perforated Du Pont Fab- 
rilite in green, brown, maroon or gray. 
Plastic armrests of the junior executive 
model match the upholstery color. Frame 
is finished in gray, brown or green 
baked-on enamel. Casters are same as 
on Series 16 chairs. 

Completing this expanded Cosco line 
are two Series 20 form-fit chairs, one 
with arms and the other armless, with 
164” x 13%” contour-type backrest 
which has a two-way curvature to en- 
courage proper posture and assure com- 
fortable support. Both Series 20 chairs 
are of tubular steel construction, with 
roomy all-steel saddle-shaped seat, 1814” 
high at the front and sloping to 17%” 
at the rear, cushioned with foam rubber 
Latex. Back is Tufflex-padded. Uphol- 
stery is perforated Du Pont Fabrilite 
in green, brown, maroon or gray. Plastic 
armrests of the model 20-A match the 
upholstery color. Frame has_ baked-on 
enamel finish in gray, brown or green. 
Wide-flared legs have rubber-cushioned 
gliders to protect floors. All chairs can 





WORDEN 


WORDEN Desks for convenience, 
efficiency and restfulness. 


Available in Walnut, Softone or 
Mahogany finish. Desk shown can be 
had in several sizes and with drawers 
on either end—it is one of several 
numbers available. 


Beautiful leather chairs and daven- 
ports to match— 


QUALITY DESKS for 
EFFICIENCY AND BEAUTY 


No. 15-C-2 Desk 52"' x 32" 
No. 900 Chair H 34", D 19", W 19!" 


For particulars, write— 


The WORDEN Company, 200 East 17th Street, Holland, Michigan 
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If it’s in the negative, it’s in the plate! All- 
new, all-aluminum “3M” Brand PHOTO- 
OFFSET PLATES deliver exact reproduc- 
tions. Print beautiful middletones—better 





ON OFFSET DUPLICATING 
MACHINES 


3M Brand 
PHOTO-OFFSET 
PLATES 


DELIVER FINEST QUALITY PRINTING 


halftones and solids—up to 300 line screens 
in record time, every time. Fully presensitized 
for immediate exposure. Your supplier has 
them. Check these three advantages; 


HALFTONE DOTS are perfect, EXPOSURE-TIME is less criti- ON-THE-PRESS deletions andi 
round, thanks to smooth cal. Thin sensitized coating additions can be quickly and” 

grainless surfaces of these will not flow, even under ex- easily made with a hard rub<" 
sensitive new plates. treme exposure conditions. ber eraser and a stylus. 





@ ready-to-expose @ easy-to-use 
@ stretch-and-wrinkle-proof @ will 
not oxidize @ unaffected by weather 


change. 


AVAILABLE IN 10” x 15%” for 
No. 1250 Multilith press. 10” x 16” 
for Davidson press. 
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PHOTO oer PLATES 


Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. Paul 6, Minn., also makers of “Spherekote” Brand 
Tympan Covers and Frisket Papers. General Export: Minnesota Mining & Mfg. Co., International Division, 270 
Park Ave., New York 17, N. Y In Canada: Minnesota Mining & Mfg. of Canada, Ltd., London, Canada, 





For EFFICIENCY and ECONOMY 
USE ATLAS VERTICAL FILES 


Atlas Efficiency Combination Cabinet 


This all steel cabinet, 30" 

high, 30"' wide and 20"' deep, 

is available with single sus- 

pension pullout frame and 

shelf (as illustrated) or with 

double suspension pull-out 
frame. Has table-top and Yale lock. May be 
equipped with DSH, . SHA or GRIPDEX 
Hangers. Capacity 400 to 800 stencils, 200 to 400 
offset plates, blueprints, x-ray films. 


Four series of Atlas Hangers 
fill every vertical filing need. 


The PSC Hanger for x-ray films, blueprints, stencils 
in file folders, etc. 


: : gate, we 2 eS so 
The SHA Hanger for offset plates. 
Also available 
The DSH Hanger for stencils 


The GRIPDEX Hanger for group and 
specialty filing. 


Write today for literature on the new Atlas 
Film File and the complete line of 
Atias Vertical Files. 


SEE THE ATLAS DISPLAY AT THE 
NSOEA CONVENTION BOOTHS C-2 AND C-3 


ATLAS STENCIL FILES CO. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 


150 





be easily 
oftice. 


reupholstered to match any 


CHECKWRITING 


Todd Co., Dept. O, Rochester 3, N. Y., 
offer a free illustrated brochure, ‘‘Six 
in One,’’ outlining latest office pro- 
cedures in automatic check-writing and 
check-signing. Actual samples of the 
performance of Protectograph check- 
writers and checksigners are included. 


PUNCHED CARD EQUIPMENT 


Powers-Samas Accounting Machines 
(Sales) Ltd., 814 N. Michigan Ave., Chi- 
eago 11, Ill., for many years manufac- 
turers of tabulating card equipment, 
now offer their products to American 


business. Samas equipment includes 
both manual and automatic machines for 
punching, verifying, sorting and print- 
ing from either Samas 40-column or 
Samas 21l-column tabulating cards. All 
equipment is offered for either economi- 
cal sale or rental and may be bought on 
time payment plan. This brings punched 
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. . - Dependable visible records with SigNalok 


You'll never be crossed up by signals on 
SigNaLok equipment, because the fa- 
mous Self-Lock Signal can’t move out of 
place without the intentional action of 
the operator. 


No other visible equipment offers this 
positive protection. Accidental shifting 
of signals, which always gives wrong in- 
formation, is positively prevented. A 
patented locking device is built into the 
signals themselves, yet every signal is 
easy to move when it should be moved. 


No reason ever to question the accuracy 
of individual signals before reading their 
pattern. Analysis of data can always be 
reliable and certain because, with all 
SigNaLok signals locked in place, the 
pattern itself is locked in place. 


_ pRO-DUC- TROL | = INSTALVELOPE 


for Precision Control for Improved 


Tie, Pesos 
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Patented Self-Lock Signals are only one of 
SigNaLok’s 10 exclusive features which 
include the famous Quick-Shift Pocket. 
Why not send today for sample SigNaLok 
Quick-Shift Pocket with Self-Lock Signal 
and full information . .. with our sincere 
pica 


| WASSELL ORGANIZATION INC. } 
1 WESTPORT 2, CONNECTICUT! 


jl would like to have a sample SigNaLok 
Pocket and SigNaLok literature. 


PPI U ais isc heskckceccavcascesosstbncaes cations 


(Please attach to your business lsteetend) 


i$ 
| 1 
i 
Hi 


vy tlt 
“Wtus 


Q 


ROTOR-FILE: . SIGNALOK 
. for Time-Saving, for Positive 
Space-Saving Filing - Record Analysis 


>. 





...you can reproduce it 


EASIER ------- FASTER --------- “@g@y\ 
suatees...----- AT LESS costa 


J 





For best results 
insist on 
SUPPLIES 

UNIT MASTERS 

SPIRIT CARBON 

DUPLICATING FLUID 


COPY PAPER 
MASTER PAPER 











Mode! L-50 

(plus tax, F.O.B. Chicago) 
with automatic paper feed 
and cover. (Illustrated). 


Model L-50M .. . $159.50 
(plus tax, F.O.B. Chicago) 
as shown plus master lock 
on drum and re-set counter 


_.. with Copy nile 
LIQUID DUPLICATORS 


Simply write, type or draw anything you want reproduced 
on the “Rite-Copy” Unit Master (every line will appear 
clearly on the reverse side). Then, with the master sheet 
on the duplicator, each quick, easy turn of the handle gives 
you an easy-to-read copy that’s clear and bright. No sten- 
cils, gelatin, ribbons, type or ink—no fuss or dirty hands. 
Instant starting ... longer runs with the “‘Copy-rite”’ roller 
moistening principle . . . visible fluid supply. Handles stock 
from postcards to 9”x14” size smoothly and automatically. 


WRITE TODAY FOR DESCRIPTIVE LITERATURE 
We cordially invite all dealers to visit with us at the 
National Stationers’ Association Convention, Sept. 
22-27, in Booths 34A and 35, Stevens Hotel, Chicago. 


WOLBER DUPLICATOR & SUPPLY CO. 


1207 Cortland Street, 


Chicago 14, Illinois 
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ecard accounting within the reach of 
practically every business firm. Complete 
illustrated literature fully describing 
Samas tabulating machines, supplies and 
the systems possible with their use, can 
be had from above address. 


EXPANDING WALLETS 


Smead Mfg. Co., Hastings, Minn., 
makes Smead’s Leather-Like Expanding 
Wallets which have a _ wear-resistance 
nine times that of ordinary red wallets. 
The Leather-Like Process produces a wal- 
let stock which is unaffected by water, 
perspiration and nearly all detergents 


like soaps and other cleaning materials. 
Its color will not rub off on clothing in 
humid climates. It is resistant to ali 
mineral oils and greases, and to many 
vegetable oils and fats. These can be 
cleaned off by wiping or washing. Ink 
spots can be removed by wiping while 
the ink is fresh, or wiping with a damp 
cloth if the ink has dried. Literature 
from above address. 


INSECT REPELLENT 
Columbia Chemical Co., 154 E. Erie 
St., Chicago 11, Ill., announces the de- 
velopment of a repellent for flying in- 
sects and a handy adapter which give 
their Glyeco-Masters year ’round utility. 
Two of life’s most irritating things are 
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WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


ASK YOUR DEALER 
Imperial 


DESK CO. 
Evansville, Indiana 














{for office, 
factory, traffic, warehouse, pro- 
fessional and general business 
purposes. Here are World-Wide 
Forms you need for faster, more 
efficient operation... many forms 
for all businesses. Mass produc- 
tion printing brings them to you 


oO2 
PEERS SII ata 9 hs 


RS age 


ere 





at a savings. Get them at your | ~ 


stationers 
‘> or from us. ~ 
Tom roe 
Fe FREE 
ao es 


HORDER’S, INC. Dept. 09 Pin to 
231 S. Jefferson St., Chicago 6, Ill. Your 


com 
Please rush my FREE World-Wide letterhen’; 
Forms Catalog. = 


Name 





Address 





City 





Zone 





Gedectucta goed 


153 

















Papers in folders that set 
Are papers not easy to get; 
Papers in folders that hang— 


BANG!! 
(this is how quickly you find ’em) 


PENDAFLEX’ 
HANGING FOLDERS 


FOLDERS HANG 
ON FRAME 


INSTANT REFERENCE 
TO EVERY FOLDER! 








OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 


Send us your Pendaflex Catalog, 
and name of nearby Pendaflex 
dealer. 


Name 





Company. 





Address 





City. 











flies in the summer and colds in the 
winter. This adapter can be had with 
either the Jewel Box or Wall Model 
Glyco-Master and will soon be available 
with the IM-120 Model, which is one of 
the most popular sellérs. The adapter 
takes but seconds to install and the 
repellent, Coldane, is a derivative of the 
well known Lindane and a sure killer of 
flies, mosquitoes, gnats, ete. Columbia 
manufactures a complete line of vapor- 
izers and sanitation products and have 
made important contributions to cold 
control by vaporization, 


FOLDING MACHINE 


A. B. Dick Co., Dept. 0-951, 5700 W. 
Touhy Ave., Chicago 31, Ill., announces 
their low-cost Model 56 Folder, de- 
signed to stress ense-of-use for clerical 
employees. A Quick Set Fold Chart re- 


duces the most commonly used folds to 
simple alphabetical settings. Included 
are single folds, parallel letter folds, 
double parallel folds, accordion or state- 
ment folds, French folds and horizontal 
with two vertical folds. Upper and low- 
er fold plates bear precision scales 
clearly marked in inches to permit ac- 
curate plate settings for other types of 
folds. A simple angular adjustment com- 
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The Waltonal Adding Machine 





with time-and-effort-saving features never before combined on one machine. 


A National Adding Machine handles more work 
faster—with greater accuracy—and with less effort. 


Only by actual demonstration on your own work 
can you fully realize what this remarkable ma- 


Automatic Clear Signal gives auto- 
matic printed proof of whether or 
not machine was clear when operator 
started to use it. 


Automatic Space-Up of Tape to 
correct tear-off position when total 
is printed. Saves time, effort, paper. 


Automatic Credit Balance. “Minus” 
total automatically computed, and 
printed by one touch of the total 
bar. Prints in red with CR symbol. 


Full, Visible Keyboard. All ciphers 
print automatically—saving _ time, 
motion, effort. Two or more keys can 
be depressed simultaneously: Amounts 
remain visible until added. 


Check these outstanding features . . . 


chine can do for you! Call your local National 
Cash Register Company’s office—or the local 
dealer for National Adding Machines—and ar- 
range for such a demonstration at once! 


Subtractions in Red. Identified 


a RINE aE instantly, can never be mistaken 


for additions. Stand out prom- 
inently, even after amounts have 
been “checked-off” on the tape. 


Large Answer-Dials. Always 
show accumulated total in large 
figures. Permit use of machine 
without tape. 


Heavy-Duty Construction. Com- 
pact for desk use. Easy to move 
about, yet rugged enough to 
give long years of hard service. 


Easy-Touch Key Action. Practically ef- 
fortless, yet sufficient to tell you when you 
have depressed a key. Uniform tension. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 





MAKE FACTS 
INSTANTLY AVAILABLE 


, Peale 
ery | 


Attached to file cards or ledger sheets, 
these signals segregate important groups 
of facts for instant reference—saving 
hours of time. Made of stainless spring 
steel in 12 non-chipping colors. Types 
for all filing systems. Will remain clean 
and bright under all conditions of damp- 
ness. Easy to attach, relocate, remove; 
always stay put. Samples on request. 


‘“*BURRO'' PAPER CLIPS 


CLING No.1 
CLIP 
No. 3 


Thin spring steel clips — the smart letter and 
paper fastener. Easy to attach, hold fast, won't 
catch other papers. 

Other Cook's Office Aids: Bull Dog Letter Clips, 
Index Tabs, etc. At your dealer's. 


THE H. C. COOK CO. 
12 BEAVER ST. ANSONIA, CONN. 











pensates for paper that is not squarely 
eut. The Model 56 folds paper stock in 
weights from Subs. 16 to 36 in sizes 
ranging from 2%” to 9” in width and 
3%” to 14” length. Uninterrupted fold- 
ing may be accomplished by loading the 
folder while it is in operation. 


DUPLICATING INK 


Milo Harding Co., 432 W. Pico Blvd., 
Los Angeles 15, Calif., announces Tempo 
700 Stencil Duplicating Ink, which has 
been tested extensively and has met 
with enthusiastic approval of large and 
small users. Tempo 700 was designed 
as a practical ink for all purposes with 


— 
U RDING | 
a 


— 


ease of handling stressed as one of its 
important features. The ink holds its 
place in the cylinder with no excess 
gathering of ink at the bottom or seep- 
age out the sides of the stencil. Fast 
drying, it delivers excellent copies at 
all speeds. No slipsheeting is needed on 
mimeograph paper and stencils run with 
Tempo 700 Ink may be filed without 
cleaning. Tempo 700 will be of special 
interest to small users, for it will not 
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4 
Brighter Writing - Easier Reading - Cleaner Work + Sharper Copie¢ 


No more carbon paper “peeves”! No extra handling, messy appear- 

ance, or guesswork when you use TARA Carbon Paper. TARA won’t cuz, 

lies flat, leaves no smudges or fingerprints on second sheets. Sharp 

impressions eliminate retyping due to untidy erasures, multiple copies 
are legible! TARA’s superiority can be seen at a glance ... makes © 

everyone happier through easier handling, longer use, and better work. 

Surprisingly enough, this 100% rag tissue costs you 

no more than ordinary carbon paper. 


The American Carbon Paper Corp. 
Test It on Your Work! : | it aie ake Street * Chicago 7. Illinois 
Mail the Coupon Now! id FR 


See for yourself how much cleaner, 
clearer and sharper single or multiple 
copies are with TARA Carbon Paper. 
Just fill out the coupon and FREE 
samples will be sent you without 
obligation. Do this today. 








Er: 





_ 
uw 
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ELIMINATES 


65% 


OF YOUR 
RECORD POSTING! 








sasasaanetonctnsadiony 


ch 


UBUACACE 


EXTRAORDINARY SAVING 


ON SALES, INVENTORY, 
PRODUCTION CONTROL, 
COST OR PAYROLL 
ANALYSIS. 


ie 


AEROACESE 


- 
J 
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Sorts without machines! Anyone, 
seated at desk, in office or plant, can 
sort and segregate punched cards the 
E-Z Sort Way. A simple hand rod 
does it. System can readily be de- 
signed to fit your special needs. Our 
nearest office will gladly demonstrate. 
No obligation. Write us for the ad- 


dress—today. 


E-Z SORT 


Systems, Ltd. 


45 SECOND STREET 
Dept. 91 
SAN FRANCISCO 5, CALIFORNIA 


A few valuable territories open 
to qualified Systems Engineers. 





dry out in the ink pad and can be vsed 
equally well in open or closed cylinder 
machines, 


TABULATOR CARBON FEED 


Carbon Feedmaster Co., 309 Henry 
St., Eureka, Ill., makes the Carbon Feed- 
master which feeds a roll carbon paper 
only one space at a time, even though 
the tabulator is set for double or triple 
spacing, and rewinds the carbon paper 
for re-use, thus eliminating the un- 
reclaimable waste of unused carbon 
paper. It is ideal for master writing on 
tabulating machines and is said to save 


80% on carbon paper costs on the aver- 
age application. On actual job tests, 
use of the device resulted in carbon 
paper savings amounting to as much as 
$493 per month per machine. It com- 
pletely divorces the feeding of the car- 
bon from the feeding of continuous 
printed forms. Mounted behind the car- 
riage of a tabulator, it feeds from a 
plain carbon roll, controls spacing of the 
carbon and rewinds the carbon roll. The 
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night job for 5 ae os 


for the Tickometer, ON@ hour! 


The Tickometer can count from eight — 


to ten times as fast as clerks count by hand 
...and much more accurately! ...Tickets 
counted in major league ball parks before 
the seventh inning. . . sales slips counted 
in department stores as they are turned 
in!... Currency counted in banks within 
a half-hour of closing. Not only saves 
clerical time, but speeds results. 

The Tickometer counts tickets, tabs, 
bills, checks, coupons, forms, from 500 to 
1,000 pieces per minute . . . records part 
and full runs...and (optional) will im- 
print, endorse or cancel. Easy to use. 


PITNEY-BOWES 


TICKOMETER 


Counting & Imprinting Machine 


Made by the originators of the postage meter... 
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Built by Pitney-Bowes, serviced by 93 
PB offices... Ask the nearest office for a 
demonstration .. . or send coupon. 


PITNEY-BOWES, Inc. 

3490 Pacific St., Stamford, Conn. 

Please send illustrated Tickometer booklet to: 
Name 
Firm 
Address 
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The Friden Automatic Calculator “thinks” 
its way through figure problems—to proved 


The Thinking 
Machine “ 
of American 








Business 


answers—with uncanny speed 


Automatically 
it takes work 
out of figure-work 


. 
@ Exclusive features enable the 
Friden to perform more steps in 
figure-work without operator deci- 
sions than any other calculating 
machine ever developed. 

To business firms and industrial 
plants—large or small, and no mat- 
ter how specialized —Friden brings 
amazing short cuts in calculations 


Fd 
4 
4 


\ \ 

for payroll, invoicing, percentages, 
discounts. It speeds through figure- 
work of taxes, interest, inventory, 
engineering...statistics of every kind. 
You have to SEE it to believe it! 

You and the Friden Man will 
discover important applications of 
Friden “figure thinking” in terms of 
your own business. 


Figure ov a Friden — phone or write the Friden Man near you. Friden sales, instruction 
and service available throughout the U.S. and the world. FRIDEN CALCULATING MACHINE CO., Inc., 


San Leandro, California 


160 


© Friden Calculating Machine Co., Inc. 
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printing of a line by the tabulator per- 
mits an impulse to travel from the tabu- 
lator plugboard to the Feedmaster mech- 
anism which causes the carbon roll to 
feed one space. While the tabulator is 
ejecting one form and spacing to the 
first writing line of the next form, the 
carbon does not feed. Since the carbon 
contacts the printed forms only at the 
point of writing, and carbon rewind is 
automatic, cleaner copies are obtained, 
handling of messy carbon is eliminated, 
and time is saved. Illustrated literature 
from above address, 


PHOTO-COMPOSING MACHINE 


Multi-Ad Services, Inc., 100 Walnut 
St., Peoria, Ill., offer the Headliner, 
low-cost photo-composing machine which 
is as simple to operate as a toy type- 
writer. Characters are selected on a 
dial and contact printed, one after the 


other, on a special plasticized photo- 
graphic paper. Each font of type is ar- 
ranged around the outer section of a 
plastic dise. Type font dises are inter- 
changeable like phonograph records. 
Lines can be justified and letters spaced 
as desired. It is possible to set a truly 
connected script type since the photo- 
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WAYS TO 
REDUCE 


| ACCOUNTING 
COSTS 


a 





CESCO'S 
MULTI-RITE 


Accounting Pegboard 


The new way to record 
data increases _ efficiency 
because one writing gives 
3 or more complete 
records. Excellent for Pay- 
roll or Accounts Receiv- 
able—saves 2/3 in time. 








CESCO'S 


FLAT-RITE 

Visible Binders 
The Visible Binder with 
automatic shift that opens 
20% closer to the desk— 
giving a smoother, flatter, 
writing surface. Records 
are neater—easier to read 
and locate. 








Get Complete Details. 
Write For Descriptive 
Literature Today. 


THE C. E. Shep ard 





44-03 21st Street ing Island City, N. Y. 
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Outsells Ordinary 

Costumers because 

... it "Keeps wraps 

in press"; holds 

more and will not 
tip over. 


The S-6 Office 

Valet is your 
best recommendation for the small 
office, for it provides 6 spaced coat 
hangers, 6 ventilated hat shelves and 
a built-in umbrella stand. 


Sturdy welded steel construction— 
cannot loosen and wobble. Engi- 
neered, it will not tip over. Smartly 
designed and beautifully finished, it 
has become standard equipment with 
leading office planners and archi- 
tects, 

Backed by National advertising and 
abundant dealer sales helps—it is a 
profitable unit to catalog, stock and 
display. 

WRITE FOR BULLETIN OV-10 


VOGEL - PETERSON CO. 


624 So. Michigen Ave, Chicege $; I! 





graphic process permits overlapping con- 
nectors. Special effects, reverses, 
screened and patterned type can easily 
be achieved. Illustrated literature, avail- 
able from above address, describes the 
machine and shows samples of its work 
which is particularly suitable to photo- 
offset duplicating. 


FILING SYSTEM 


Remington Rand Ine., 315 Fourth 
Ave., New York 10, N. Y., announces 
the Kard-a-Film record filing method 
with the space savings of microfilm and 
reference benefits of paper and card filing. 
Kard-a-Film permits creation of active 
files by subject, name or number using 
microfilm as the filing instrument. Cur- 


rent need for faster and more accurate 
record reference, especially under pres- 
ent DO production, is a demand which 
Kard-a-Film meets. Kard-a-Film will be 
marketed as Sealed Kard-a-Film and In- 
sert Kard-a-Film. The first will require 
mounting the film in die-cut cards by 
use of an acetate lamination that seals 
in and protects the film, front and back. 
Insert Kard-a-Film was designed to per- 
mit the slipping of filmed images into 
a slot in the edge of the ecard, individu- 
ally or in groups as required. This al- 
lows the user to make up his own record 
cards, easily and safely. Either method 
permits the addition of new active rec- 
ords to the Kard-a-Film as required, or 
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OFFICE 
MACHINE STAND 


ASSURES 


@ BURROUGHS | 
| @ MARCHANT 
© ALLEN-WALES 
-@ RC. ALLEN 
¢ MONROE 
¢ FRIDEN 
e1BM 
© COMPTOMETER OR 


OR ELECTRIC 
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A BEAUTIFUL PERFORMER 
THE BEST SUPPORT 


STRENGTH 
BEALTY 


STABILITY 


DPPEPENDAMILATY 


TUSCO STANDS COST VERY 
LITTLE MORE—MACHINE 
REPAIRS COST A LOT LESS! 


Tusco Stands provide a combina- 
tion of strength, stability, operator 
comfort and beauty available in 
no other office machine stand. 
Equipped with an adjustable ball 
foot the TUSCO Stand provides 


_THERE’S A TUSCO STAND solid support for the heaviest, 
FOR ALL THESE MACHINES 


most active machines on the most 
uneven floors. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 
Established 1921 


ANY 


TYPEWRITER—MANUAL New literature on the TUSCO STAND is now 


available. WRITE FOR DETAILS TODAY. 
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FROM COAST TO COAST - 


The Finest 


IT’S FAST — 
FEATHER TOUCH OPERATION 


ADDO-X offers more value per dollar, more 
lasting customer satisfaction. Simple keyboard, 
easy operation means greater office efficiency. 
The symmetrical keyboard makes fingers literally 
dance—live ‘'single-purpose"' function keys add 
speed, increase accuracy. ADDO-X is fast be- 
coming the most wanted adding machine in the 
country. You'll want to show it to your customers. 


@ MODERN DESIGN FOR THE MODERN 
OFFICE 


@ ALL-AUTOMATIC TIMESAVING FEATURES 


@ LASTING SATISFACTION— 
GUARANTEED 


PHONE: Ci 5-6940 





the removal of inactive ones. Kard-a- 
Film is usable with all known filing sys- 
tems utilizing present filing cabinets, in- 
dexing systems, and folders when group- 
ing Kard-a-Film under one subject is 
necessary. 


POSTING TABLE 

Vue-Fax Corp., 90 Gold St., New York 
38, N. Y., offers a posting table which 
permits visible records in Vue-Fax 
Porto-Files to be placed at the correct 
45° angle for posting and reference 
work. This table is specially designed 
for use with the Porto-File and its 
stand. The far left corner is diagonally 


eut to permit the Porto-File stand to 
rest flush against it, thus enabling the 
operator to keep the visible records at 
an angle insuring the maximum. visi- 
bility and the most efficient operating 
position. In addition to the above fea- 
tures, the Porto-File Posting Table pro- 
vides ample posting area and is equipped 
with a large utility drawer. The unit 
is finished in crystal gray, width 33”, 
depth 24”, height 29”. 
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CONTROL BOARDS 

Visi-Trol Corp., 21460 W. Eight Mile 
Road, Detroit 19, Mich., has standard- 
ized all components of its control 
boards. Parts for Visi-Trol boards are 
now all carried in stock, and inelude 
steel channels in several widths; plastic 
letters, figures and strips; mouldings and 
accessories. Shapes and dimensions se- 
lected were based on extensive study 
covering a large variety of applications 
in the visual control of scheduling, qual- 
ity, purchasing, inventory, machine and 
plant loads, budgets, engineering pro- 


SNAP-ATTACHED HERE 
ALWAYS HANDY 


U.S. Patent No. 2,522,111 


EVERY TYPIST NEEDS IT! 


Here's the amazing new patented erasing 
shield that everyone's talking about! Long © 
handle and unique twin design make it clean ~ 
and easy to use. No more smudging of © 
copies. Excellent for Snap Apart Forms. 


1 Allen-Quik Twin Erasing Shield $1.00 ; 

6 Allen-Quik Twin Erasing Shields $4.50 7 

12 Allen-Quik Twin Erasing Shields $8.00 
Delivered postpaid in U.S.A. 


USE COUPON NOW and get FREE SAMPLES OF — 
ALLEN’S INDICATION TYPEWRITER CARBON PAPER” 


STATIONERS & DEALERS: Get on the band- 
wagon with this terrific '‘door-opener'’. Liberal” 
discounts. me 


ALLEN & COMPANY 


Manufacturers of Carbon Papers—Inked Ribbons— 





} 
grams, follow-ups, sales, advertising, ete. | 
As a result, the company can now cus- } Laboratory Controlled. The home of ‘‘Alco”’’ products. 


tom-assemble at short notice and at 11-15 Vandewater Street, New York 38, N. Y. 
SSSSSSESESSESSSEESESESSSESEESESEEE SEES eeeeeeee 


minimum cost, visual control boards cov- ALLEN & CO. Dept. 7A 11-25 Vandewater St., N.Y. 38 
ering an almost unlimited variety Of | Enclosed find $ Sk ss enh toll 
needs. Any Visi-Trol control system can | Erasing Shields, postpaid with FREE SAMPLES of 
be revised, developed or expanded while | !NDICATOR CARBON 

in use to fit changing conditions with- | size: 8%xllOM 8x13 

out requiring the replacing of the entire 

system. Control boards assembled from | 

the standardized components have more | Address ------- 

graphic lines of data per foot, without = prot eset 
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“DOME RECORD” Sales 


Jumped 50% over last year 
and 125% over last 2 years. 


NEW SOCIAL SECURITY LAW 
for SELF EMPLOYED 
Has Created A 
BIG PUBLIC DEMAND 
For A 
SIMPLIFIED WEEKLY 
BOOKKEEPING RECORD 


This beautiful 
and attractive 
display case 
shipped FREE 
with every 


DOME 


Gives You 
e EASY SALES « BIG PROFITS 
e A SURE REPEATER 
Retails for $3.00 
No Refills Are Sold 
Sold in Stationery Stores Everywhere 


ORDER FROM YOUR DEALER TODAY 
OR FROM 


DOME Publishing Co., Inc. 


30-36 Smith St. ¢ Providence 3, R. |. 
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sacrifice in visibility. Channels can be 
assembled vertically, horizontally or di- 
agonally or any combination thereof. 
They offer rapid posting; flame-resistant 
letters, strips, etc., snap in or out of 
channels; telescopic strips speed chart 
changes; maximum visibility. Photo- 
genic and plain strips available in sev- 
eral standard colors and designs to give 
full information at a glance. Steel chan- 
nels are double-rolled for safety. Illus- 
trated literature from above address. 


STAPLER 


E. H. Hotchkiss Co., Norwalk 1, Conn., 
offers a colorful counter display featur- 
ing the Hotchkiss Bantam Stapler and 
Hotchkiss Chisel-Pointed Staples for 
free distribution to the trade. Copy 
printed in red and black on white sets 
off the soft gray and chrome of the 
Bantam Stapler and calls attention to 


a current special combination offer of 
the little machine complete with 1000 
staples at a suggested retail price of 
$2.59. Display stands less than 10” high 
and takes only 7” of counter space, yet 
provides ample room to show both a box 
of Hotchkiss Staples and the Hotchkiss 
Bantam Stapler which uses standard 
staples. 
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ADDRESSING PLATE 


Dashew Business Machines, Inc., 847 
No. La Cienega, Los Angeles 46, Calif., 
makes Dashaplates for Addressograph 
machines. Made of a metal alloy called 
Formula 916, Dashaplates offer the 
strength of steel with the flexibility of 
zine and the lightness of aluminum, 
Corrections can be made in the same 
place up to ten times. Dashaplates print 
characters sharply enough to make car- 
bon copies easily readable and provide 
sharp impressions for making dupli- 
cating masters on an addressing ma- 


chine. Their typewriter-like impression 
is also suitable for fill-ins in form let- 
ters. Other features claimed for Dasha- 
plates are longer ribbon life on address- 
ing machine and plate files can be 
stacked higher to save floor space be- 
cause of plates’ lightness. Dashaplates 
for Speedaumat use are furnished in 
Graytone fused finish, Eye-eeze fused 
green or buffed finish at no extra charge. 
They also can be had in gold finish for 
use as indexing separators. They have 
an approximate scrap value of from 
$1.40 to $2 per thousand. Literature, 
sample plates (mention style of machine 
used) and quantity prices can be had 
from above address. 


APTITUDE TESTS 
Martin Publishing Co., 690 Market 
St., San Francisco 4, Calif., offer the 
improved Martin packaged aptitude test- 
ing program for office personnel. It is 
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The AMAZING NEW 


TYPEWRITER 


Rugged and husky in its construction to 
give years of service, yet smart and 
modern in design, the new Olympia 
feather touch light office typewriter 


invites comparison with any other ~ 
machine. Make a point by point inspec- © 
tion. Check its many outstanding exclu- 
sive features. Note its beautiful finish.” 


And you will be amazed at its reason- 
akle cost! 


Made in 
Western 


Dealerships Germany 


available 
Write for IIlustrated Literature 


INTER-CONTINENTAL TRADING CORP. 
90 WEST ST., N. Y. 6, N. Y. 


Kena Rin papa ae pigegget 








said to be effective for both large and 
small offices and is reported proving how 
an employee’s best abilities can be 
utilized. Howard G. Martin, industrial 
psychologist, developed the tests after 
two years of research and field tests. 
The kit includes the following tests: 
number facility, name and number 
checking, arithmetic reasoning, vocabu- 
lary, stenography, typing and individual 
record chart, instruction manual and 
scoring stencils. Complete kit includes 
materials for testing ten applicants; 
costs $10. Replacement tests for kit are 
10¢ a copy. Literature from above ad- 
dress. 


DUPLICATOR-MASTER FILE 

Diebold, Ine., Canton 2, Ohio, makes 
the Dupli-Tray to prevent smeary hands 
and mutilated duplicator masters. The 
Dupli-Tray contains multiple separators 
which pocket duplicator masters without 
the use of compressors or clips and 
eliminates smearing, offsetting, wrin- 


kling or folding. The tray’s construction 
allows fast finding for operators since 
there are no folders to misplace or 
drawers to open. The clerk reaches for 
a separator, flicks it open at the de- 
sired master and the open V is main- 
tained until the next duplicator master 
“ is needed. Masters can be added without 
) CALCULATOR disturbing other masters in the file. The 

; 1@} a Lea ne onnsae 19 uw" 

FABBRICA ADDIZIONATRICE ITALIANA < « lightweight Dupli-Tray houses 1200 8% 


x 11” masters and requires little storage 
VIALE UMBRIA 36- MILANO - ITALY 





space. 
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OFFICE-KITCHEN UNIT 


General Air Conditioning Corp., 4542 | 


E. Dunham St., Los Angeles 23, Calif., 
makes the Model R-520 L-K unit which 
consists of a stove, sink, drainboard, re- 


frigerator and storage drawer—all con- | 
tained in a unit 27%” wide and 36” | 
high. Ideal for small office use, the | 
cooking top is available with choice of | 


3 gas burners (bottled or natural), 
electric burners for 220 v. installation 


Higgins BO 





or 2 electric burners for 110 v. plug-in 
use. The 4 cu. ft. electric refrigerator 
is powered with a sealed unit. The cover 
for the stove burners forms a 12”x16” 
drainboard for the sink. Entire top and 
drainboard are porcelain; Balance is du 
Pont Dulux enamel. 
vear guarantee. 
other compact units, including a ma- 
hogany-grained refrigerator, can be had 
from above address. 


DICTATION PRIVACY 


Hush-A-Phone Corp., Room 710, 65 
Madison Ave., New York 16, N. Y., 


makes the Hush-A-Phone for use on the | 


microphone or mouthpiece of dictating 
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SEE CRAMER 


at the National Stationers 
and Office Equipment Convention 
in Chicago, September 22-26 
Stevens Hotel 


BOOTHS 147-148 


Cramer POSTURE CHAIR CO., Inc. 
Kansas City 


OFTEN IMITATED. 


sur Never equaled 


fn POSTURE CHAIR (0., ~ 


Iname 
1205 Charlotte 


Kansas city 6E, M 














Unit carries a 5- | 
Literature on this and | 





ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 
Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
“Reg. U.8. Pat. Off. 











DEALERS 


Now Is the time 
to restock with 


STORMS 
PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


HERE IS 
YOUR 

CHECK 
LIST... 


HIGHEST CARBON PAPER 
QUALITY 
Prompt 
Efficient 
Service 


Typewriter 

Pencil 

Billing 

Saddleback or Reverse 
Speed-o-form 
Hectograph 
Stencil 

Binder 

Jacket 

Book 

One Time 

Special Strip 

For Ozalid process 


Specializing 
in 
packaging 
under dealer's 


Typewriters 
Adding machines 
Billing machines 
Bookkeeping machines 
Addressograph 
Dupligraph 
Speedaumat 
Multigraph 
Mulftilith 

Daters 

Time clocks 

Flat bed presses 
Special purposes 


“The Complete 
Line" 


Stands the test 
of time. 


CARBONIZED ROLLS for 


Adding machines 
Bookkeeping 

Elliott Fisher Billing 
Autographic register 
Tailor marking 

Neon (asbestos) marking 
Teletype 

Elliott Addressing 


: a il (pr = 
"corps evervA 


TRADE Mane 


Manufacturer to the Deoler Trade Exclusively 


H. M. STORMS COMPANY 


Storms Bullding, Brooklyn 16, N. Y. 


1% 





machines, for office quiet and privacy 
of dictation. This also makes practical 
conference or courtroom reporting by 
voice recording with a dictating ma- 
chine since the reporter’s voice is in- 
audible and does not disturb the pro- 
eeedings. Use of regular or remote con- 
trol dictation by doctors at hospital in- 
stallations or in their private offices is 
also associated with the need for pri- 
vacy. In addition to models for tele- 
phones, Hush-A-Phones are made for 
practically all dictating machines. 


TYPEWRITER ERASER 


Gits Molding Corp., 4600 W. Huron 
St., Chieago 44, Ill., makes a semi-auto- 
matically propelled ink and _ pencil 
eraser. The eraser stick is held in a 
plastic ease, tapered at the opening to 
permit the user to remove single letters, 
dots and lines without the use of a 


shield. The attractive plastic case is in 
the shape of a pencil and opens at the 


center, permitting the user to insert re- 
fills when required. By turning the fer- 
rule at the center of the case, the user 
can eject the craser stick to maintain 
a convenient erasing length. The eraser 
stick is made from a special abrasive 
formula which erases ink, pencil and 
typewriter marks without damaging the 
paper itself. The eraser is packaged in 
an attractive cardboard cylinder which 
contains three refills. Simple instruc- 
tions for operating the eraser are 
clearly printed on the outside. Refills 
of four erasers in a container are also 
offered. The Gits Small Point Eraser re- 
tails at 89¢c each with 3 refills. The ex- 
tra container of 4 refills retails at 15c. 
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TIMERS, DATERS, NUMBERERS 


Ajax Time Stamp Co., 368 Broadway, 
New York 13, N.Y., offers their free 
catalog illustrating all types of timers, 
daters and numberers. Their more than 
30 years of experience in this field 
guarantees quality products and depend- 


able service. The streamlined Ajax 
Service Dater illustrated is used in 
many banks, insurance companies, air- 
lines, railroads and other industries. Im- 
pressions can be made through carbon- 
ized forms and the automatic ribbon 
feed insures constantly clear impres- 
sions. They invite inquiries on special 
timing, dating and numbering problems. 


LAYOUT COPYING 


Visual Planning Equipment Co., Penn- 
sylvania Ave., Oakmont (Alleg. Co.), 


Pa., has announced its Repro-Templet 
System, a complete method for secur- 
ing blueprints or diazo prints directly 
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REX-O- graph 
MODEL "R" LO-BOY 
FLUID TYPE DUPLICATOR 


Offers AMAZINGLY 
ACCURATE REGISTRATION 


Here's a duplicator so accurate that you could 
rerun a stack of copies, and the second impression 
would be exactly over the first! This ‘hairline reg- 
istration" is only ONE Model "'R" feature. It's 
faster, more versatile, easier to operate, Has auto- & 
matic feed, automatic counter, quick-change Master i 
guide and clamp, lever-tilt fluid system, 100% 
roller moistener, requires only one handle turn per ~ 
copy, "face-up" stacking, only '4" stripping mar- Mi 
gin, and handles tissue to card stock up to 9''xI7". © 
It's a streamlined work-saver that belongs in any 
office—for systems work or straight duplicating. 


Ask your nearby REX-O-graph dealer for demon- 
stration. Or write for literature on this or 23 other 
models priced from $98.00 to $865.00. Check the 
REX-O-graph 
copymaking! 


100-times-more-permanent way of 


REX-O-graph, Inc. 


7834 West Hicks Street, 
Milwaukee 14, Wisconsin 


MANUFACTURERS OF 
SUPERIOR FLUID DUPLICATORS AND SUPPLIES 











from Visual’s 3-Dimensional Layouts. A 
photographic film templet, coated with 
“DEALER'S CHOICE” a pressure-sensitive cement, is furnished 
to match each piece in the model lay- 

or out. Once the layout is complete, the 

Visual Photo-Repro-Templets affixed to 

BUILDING BUSINESS a film grid sheet become the master 
from which as many prints as needed 
may be secured. Based on the state- 


ments of top Kaiser-Frazer engineers, 
< the Visual process saved 26,000 man- 
‘ 4 days of planning and layout time in the 
current conversion of the plant at Wil- 

low Run. 


GRAYTONE MODELS TYPEWRITER DESK 


Vanpe, Inc., 4615 8. State St., Chicago 
WITH DIRECT SUBTRACTION 9, Ill., makes the economical Dan-Dee 


Desk No. 1737 of tube rolled steel with 





MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 | %4” solid birch or walnut tops and large 
See ried Painting Colonies | easy rolling casters with brake wheels. 
ey There is a large center compartment 
Some territories now | under typewriter and four other com- 





2 SSA! open for exclusive as- 
SALES signment. If interested in 
AGENCY securing an exclusive 
PLAN! and profitable agency, A MANUAL OF 
write for full information. OFFICE REPRODUCTION 


& IMPRINTING METHODS 
BARRETT ADDING MACHINE DIVISION 25c A COPY 

Lanston Monotype Machine Company This 44-page booklet is reprinted from the April 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 1951 issue of THE OFFICE and includes the Repro- 
duction and Imprinting Guide. OFFICE PUBLICATIONS 
CO., 270 Madison Ave., New York 16. 


partments for stationery. The steel type- 
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writer shelf is covered with a non-skid 
rubber mat. The Dan-Dee Desk measures 
17” x 37” overall, is 30” high overall 
and 28” high to typewriter well. Avail- 
able in gray, green, walnut; hammerloid 
or plain. Shipping weight 30 Ibs., packed 
1 to a carton. Llustrated literature and 
prices from above address. 


INK PENCIL 

Fisher Pen Co., 757 Waveland Ave., 
Chieago 13, Ill., makes the No. 35 Fisher 
Durilium Point Ink Pen-cil with hard 
chrome plated ball socket, instead of 
the usual brass socket. It will write, 
without refilling, a continuous line over 
8000 ft. long which is said to be equiva- 
lent to a year’s average writing. The 
chrome socket reduces wear and elimi- 
nates excessive flow of ink which causes 
leaking and smearing. This more than 
doubles the writing life of the pen and 
causes the pen to write smoother. Avail- 
able in bright colored transparent plas- 
tie the size of a lead pencil, with plas- 
tic cap and metal pocket clip, it retails 


J.A.HEINRICH 


DANKERS 
HAMBURG TI 


GERMANY (Western Zone)establ. 1905 


ACCESSORIE 


{o) ame || Moan. Maske lolallal-t> 
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DURILIUM POINT 


ink pen-cil 


for 35¢ each or 3 for $1. The standard 
blue ink used is permanent for checks 
and documents, and red ink is also 
available. 


CHECK SAFETY 


Safeguard Corp., Lansdale, Pa., offers 
a free 10-page booklet, ‘‘Who Said You 
Can’t Teach an Old Dog New Tricks?’’, 
which describes losses to banks through 
check forgeries and reminds executives 
to maintain good check protection sys- 
tems, since the price of safety is con- 
tinued vigilence. 


TYPEWRITER 
TYPE 
CLEANER 


In 20 seconds, clean the 
type on your typewriter 
without messy liquids, 
without injury to mani- 
cure. Bud efficiently 
pulls dirt out of the 
type instead of washing 
it into the machine... 


50 cents 











DISTRIBUTORS and DEALERS 


Write for full information 


BUD TYPE CLEANER, Inc. 


Baltimore 18, .Maryland 








NEWS 
of the Office 





AMA Office Conference 


The annual office management con- 
ference of American Management Assn. 
this year takes place Oct. 18-19 at the 
Hotel New Yorker, New York. The office 
management workshop seminars which 
AMA last year introduced so successfully 
follow in New York from Oct. 31 through 
Nov. 2. 


SAM Officers 

Leon J. Dunn, as- 
sistant to the exe- 
cutive vice presi- 
dent, Veeder-Root, 
Inec., Hartford, 
Conn., has been 
elected president of 
the Society for Ad- 
vancement of Man- 
agement for 1951- 

52. 
Other officers are 
Edward W. Jochim, 
general manager and member of the 
board of directors, Personal Products 
Corp., Chicago, executive vice president; 
Bruce Payne, president, Bruce Payne & 
Associates, Westport, Conn., treasurer; 
Howard K. Hyde, Department of Defense, 
Washington, D. C., secretary; Dillard E. 
Bird, management counsel, Westfield, 

N. J., director at large. 


Time & Motion Clinic 

The 15th Annual Time and Motion 
Study and Management Clinic sponsored 
by the Industrial Management Society 
will be held at the Sheraton Hotel, Chi- 
cago, Nov. 1-2. According to general 
chairman Ralph H. Landes, Western 
Electric Co., more than 2000 industrial 
engineers, works managers, plant super- 
intendents and supervisors are expected 


Leon J. Dunn 


174 


to attend the technical sessions. In- 
quiries may be addressed to the Indus- 
trial Management Society, 35 E. Wacker 
Drive, Chicago 1. 


ASPA Officers 


TheAmerican 
Society for Person- 
nel Administration 
elected Leonard J. 
Smith, Lightolier, 
Ine., Jersey City, 
N. J., president for 
the year ahead. 
Other officers are: 
Russell L. Moberly, 
University of Wis- 
consin, Madison, 
lst vice president; Roger Elrod, L. A. 
Young Spring & Wire Corp., Detroit, 2nd 
vice president; Mary E. Hopkins, Ajax 
Iron Works, Corry, Pa., secretary; Harry 
Willett, Cleveland Cap & Screw Co., 
Cleveland, treasurer. Members voted to 
accept into membership as affiliates, 
local personnel associations. 


Leonard J. Smith 


Office Week Forum 


The Office Week Forum, a symposium 
of the latest thinking in all segments of 
the office management field and one of 
the main features at the week-long Na- 
tional Business Show held in the fall of 
each year in New York, will be under 
the direction of J. Arthur Grundy of 
Remington Rand Inc., who has announced 
the management associations that plan 
to participate in the technical sessions. 
The theme, ‘‘Manpower, Machines and 
Methods,’’ will be accented by the tech- 
nical talks to be given by authorities on 
every branch of office management. The 
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Take the daze out of paydays with MeBoo Payroll Poster 


With new deductions cropping up all the 
time, getting out the payroll has become a 
head-spinning business . . . and often an in- 
terminably slow job. 

Your simplest—and by far your most 
economical—way to get the job done fast 
is with the McBee Payroll Poster. 

Whether you have 30 employees or 3,000, 
the Payroll Poster gives you a complete rec- 
ord for each employee—from check to 
journal to the individual employee’s record 


card—all in a single writing. 

By telescoping three steps into one, the 
Payroll Poster saves time and reduces the 
possibilities of error. You don’t need spe- 


cially trained operators. Checks and forms ~ 


are custom-fitted to your requirements. 

The McBee man near you can give you 
a simple demonstration of the system so 
many firms in every kind of business are us- 
ing to speed today’s complex payroll work. 
Ask him to drop in. Or write us. 


McBee Payroll Poster reels off payrolls for companies like: 
General Electric Company * Certain-teed Products Corporation * The Sherwin-Williams 


Company 


* Kaiser Aluminum & Chemical Corporation 


* Stokely-Van Camp, Inc. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort— The Marginally Punched Card. 295 Madison Ave., New York 
Offices in principal cities. The McBee Company, Ltd., 11 Bermondsey Road, Toronto 13, Ontario. 
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Wood Furniture 


For the modern office setting a new concept of attrac- 
tive oppeaorance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 


xno 


* greater efficiency 


arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 


-BARNE 
ROCK ELL-er Stat 
pecralts! 


e 
35 East Wacker Driv 
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theme is of increasing importance to 
executives, faced with conservation of 
manpower and realignment of methods 
to meet the increased demand put upon 
the office by increased production for 
defense and domestic needs. Groups now 
working with the Office Executives Assn. 
and the National Business Show will 
each sponsor one session of the Office 
Week Forum. Mr. Grundy stated that 
the overall purpose of the show, corre- 
lating the latest developments in the 
equipment field with the needs of busi- 
ness and education, will be furthered by 
these sessions and extensive educational, 
non-commercial exhibits which will dem- 
onstrate the accomplishments and possi- 
bilities for management. Associations 


participating are Business Education Ad- 
visory Council, Just-One-Break Commit- 
tee, Nationa] Assn. of Cost Accountants, 
New York Personnel Management Assn., 
Records Management Assn., Systems & 
Procedures Assn. of America, and Tran- 
scription Supervisors Assn. 


Fenn College Plan 


Louis Carl Weiss, partner in Ernst & 
Ernst, Cleveland, has been named a mem- 
ber of the expanded Fenn College Corp., 
it was announced by Dr. Edward Hod- 
nett, president of the college. Fenn 
College Corp., legal owners of the col- 
lege, originally consisted of a group of 
24 members who functioned as both the 
corporation and board of trustees. Now 


Dr. Ida Linnick 
(right), chief psy- 
chologist, Federa- 
tion Employment 
Service, New York, 
with a group of 
older women who 
are re-training for 
office jobs. Although 
there is a shortage 
of typists and sten- 
ographers, many em- 
ployers resist hiring 
older women. (Wide 
World Photo) 
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the group has been’ expanded to more 
than 80, with the new members repre- 
senting specific Cleveland businesses, in- 
dustries and professions. Each new mem- 
ber of Fenn Corp. will represent one of 
Greater Cleveland’s major business, in- 
dustrial and professional groups. Busi- 
ness and industry are being asked to 
share in the responsibility of education. 
Dr. Hodnett said, ‘‘We can do a better 
educational service only if we receive 
the active support and cooperation of 
business leaders. Since they employ our 
students, they are the logical people to 
help us mold a raw material into a fin- 
ished product.’’ Mr, Weiss will repre- 
sent the field of accounting. 


Most Safes Obsolete 


Of all safes in use today, 75% are 
potential ovens that can turn assets into 
ashes. A recent survey indicated that 
of all firms which lose their records by 
fire, 43% never reopen their doors. Of 
the firms which remain in business, 14% 
suffer a reduction of 30% to 66% in 
their credit ratings, according to John 
Mosler, vice president, Mosler Safe Co. 
‘A new fire starts every 20 seconds,’’ 
Mr. Mosler explained, ‘‘and some of 
the most intense fires occur in fireproof 
buildings which contain a blaze as does 
a furnace. Unless a safe is fire resistant 
—and three out of four are not—its 
paper contents will begin to char or 
ignite at temperatures above 350 de- 








"~ No Bottleneck in Collating Pea 


When You Use EVANS GATHERING RACKS 


No collating aid on the market gives the results secured with Evans 
Gathering Racks. One operator easily gathers 3,500 sheets an hour, 
without fatigue. Collatings of any size completed quickly and cheaply 

with fewer workers. 
18-Section TU Model shown $25.00. 7 other models from $11.00 to $16.50. 
Use racks singly or in pairs. Of all aluminum, racks collapse for setting aside. 


See your Dealer or Write: EVANS SPECIALTY CO., INC.,407 N. Munford St., Richmond 20, Va. 

















VERTICAL 
VISIBLE 
SYSTEMS 


Vue-fax Vertical Visible Record Keep- 
ing Systems meet every necessary re- 
quirement of business management. 
Accurate figures and all factual infor- 
mation is instantly available at all 
times. Ease of operation, more visi- 
bility, portability, space saving and 
economy are only a few of the fea- 
tures that Vue-fax offers. 
Distributors in all principal Cities 


~ am CORPORATION 


90 GOLD ST. e NEW YORK 38, N. Y. 
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grees F., even without direct flame. You 
cannot collect fully on your fire in- 
surance without tangible proof of loss 
in the form of inventory records,’’ he 
warned. 

Mr. Mosler offered the following check- 
list: 

1. Be suspicious of your safe if it 
does not carry an approved Underwrit- 
ers Laboratories, Ine., fire test label. 

2. Don’t trust your safe if it was 
built prior to 1917. All safes built be- 
fore that time are considered obsolete 
by the Safe Manufacturers National 
Assn. Such safes are potential ovens. 

3. Don’t put much faith in werght and 
thick walls. Heavy weight and thick 
walls in a safe do not make a safe fire 
resistant. On the contrary, these char- 
acteristics are usually the earmarks of 
a safe that is obsolete and has doubtful 
protective value. Insist upon the proper 
Underwriters’ fire test label and you 
will be safe. 


Office Equipment 


(Continued from page 96) 


son could be made anyway. Secondly, 
the average machine operator in the fac- 
tory seldom has any real knowledge of 
the machine prior to his employment on 
the machine, and the work of the factory 








“ 


“Miss Jones, call my psychiatrist. 
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THAT TOUGH PO Bea pal. pave 
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PROBLEM !<« 


NO ONE ELSE CAN LICK Ke) 5 im 


| 


may bea “natural” for 
WHEELER 
Sound Powered 
TELEPHONES 


@ NO BATTERIES 
@ NO OUTSIDE POWER 
@ NO ELECTRICAL HAZARD 


@ NO MAINTENANC 


Up te 20 mites + up te 12 stations « many veriations 
THE WHEELER INSULATED WIRE COMPANY, Inc. 


Division of the Sperry Corp. 
1106 EAST AURORA ST., WATERBURY 20, CONN. 








IN A FEW MINUTES 

PLASTIC BIND YOUR OWN PRE- 
SENTATIONS — PAMPHLETS — 
REPORTS RIGHT IN YOUR OWN 


tor the same price 


an ordinary 


ng machine, you @ 


| j 
4 can have attractive— @ 
i i 
reports 
Pages will turn 
jreely with ~ 
advantages Use 


cover stock 


THE MIGHTY 
MIDGET PUNCH it ae 
A FEW MINUTES 


only $9.90 a beautifully bound 
Complete with over 150 Tauber- 
Tubes in various colors and sizes. 
MONEY BACK GUARANTEE IF 
NOT COMPLETELY SATISFIED. 

ORDER TODAY! write for illustrated literature. 
TAUBER PLASTICS, INC. 
202 Hudson St. © New York 13 


NA MATTER OF 








IN THE FULL SENSE 
OF THE WORD... 


KIL- KLATTER 


PADS MAKE YOUR OFFICE 


“quret-er” 


Kil-Klatter pads are scientifically 
designed to absorb the shock and 
deaden the noise of typing. They 
are constructed of genuine long-life 
OZITE felt, with skid-proof bot- 
toms and dent-proof tops. 


For an office that is really “qui’et-er,” 
for greater efficiency, and for more 
pleasant working conditions, order 
Kil-Klatter pads for each and every 
one of your typewriters. You can 
obtain them from your stationer or 
office supply dealer. 


Remember, Kil-Klatter pads will 
help to quiet other office machines, 
too. 


at your stationer or 
$] € 2 office supply dealer 


AMERICAN HAIR & FELT CO. 


Dept. T19, Merchandise Mart, Chicago 54, Ill. 


Tata 


—o~ SO ews” 


THE SCIENTIFIC TYPEWRITER PAD 


is so specialized that no one but execu- 
tives know what machines will perform 
the specialized functions that will fit 
into the production pattern. 

It is true that the inefficient office can 
become the “plant bottleneck,” but 
evidence is all to the contrary with sup- 
plies, raw materials and finished goods 
moving in orderly columns of figures 
through our records. Our inventories, 
payrolls, and correspondence is not only 
handled efficiently but on a time sched- 
ule that is as regular as the days of the 
calendar. Sales and purchases, big fac- 
tors in our profits, are recorded, and 
records kept in the accurate detail neces- 
sary to meet the rigid requirements of 
government reports. 

The selection of office equipment is 
not left to the “taste or eaprice” of the 
office worker, but is left to the sound 
judgment, based on educational training 
as well as experience, of an office worker 
who knows, from this same educational 
training and experience, which machine 
he or she can operate most efficiently 








W-2’s CAN BE DIFFERENT 


The Bureau of Internal Revenue permits 
the rearrangement of Form W-2 for 
Faster, Easier Fill-ins. 


ORDER 
WATTS cov't°*Xeorovea FORM W-2 
AND SAVE YOUR TIME! 


3-4-5 and 6 Part Snap-Apart Sets 


Combined with any needed State Return 
Copies including New York State Form 105 


WRITE FOR SAMPLES AND PRICES 





ALFRED ALLEN WATTS CO.., Inc. 
214 William St., New York 38, N.Y. 
Plants: New York City, 
Newark, N. J., Belleville, N. J. 
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and productively to do the job required. 
My hat is off to that great army of 
office workers, most of whom have re- 
ceived their entire training in the public 
high schools, who keep the multitude of 
office details running so smoothly that 
we, in this highly industrialized country, 
are producing so efficiently. Lét’s con- 
tinue to ask their advice about equip- 
ment—they’ve done a good job so far. 


Business Students 


(Continued from page 85) 


ices to charitable and community or- 
ganizations. The Salinas Union High 
School and the Redondo Union High 
School, Calif., have organized Business 
Days, ‘during ’ which the members work 
in stores and offices. Students of office 
practice use their typing, filing and 
other clerical skills in their assignments. 
A major project of the Staples High 
School, Westport, Conn., was a display 
of office machines and equipment. The 
machines were demonstrated, and busi- 
ness films were shown. The Noblesville, 
Ind., chapter conducted a survey of 
business opportunities in Noblesville 
which showed the type of positions to 
be open in secretarial and bookkeeping 
fields. 

Local chapters send two or more 
er to conventions of state — 


Are Your Guide Tabs 
BROKEN? << 





Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement. 
Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow, pink, or red. 
Insertable labels in perforated strips for typing. 


2 Sizes, 1 in. wide end 2 in. Tops straight or bent | 


ba 


Sold: by leading stationers, U. S. and foreign, or sent | 


postpaid to responsible firms on 30 days’ trial. @rice 
list free. 
Samples (5 or less) 2 cents each. 


12,500 used by Hobart Bros. Co., Troy, Ohio 
CHAS. C. SMITH, Mfr., Box 730, EXETER, NEB. 
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TYPEWRITER e@ TABULATING 
ADDRESSOGRAPH e TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 
CARBON PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS @ REGISTER ROLLS 
HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS @ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


gone Cy 


Codo-assures You < 
INCREASED VALUE ‘ 


Codlo~ | MFG. CORP. 


Factory: Coraopolis, Pa. 


564 W. Monroe St 
Chicago €, tl 


401 Wood St 
Pittsburgh 22, Pa 


270 Lafayette St 
New York 12, NY. 





Prints on Postcards -— 
Shipping Tags - Labels 


Boues ¢ Cartons « Packages 
ALSO FORMS, BULLETINS, MENUS, LETTERS 


ULTISTAME 


STENCIL DUPLICATOR 
MANUFACTURED ONLY BY THE MULTISTAMP CO., INC., NORFOLK, VA. 


@ A “rubberless” stamp in one minute for 2c 
@ Type, write, draw, trace on low-cost stencil 
@ 1000 or more copies from 1 stencil... one inking 
@ Non-mechanical . . . made of non-corrosive metal 
@ Replaceable ink pads 

© 8 Complete Outfits . . . $9.50 to $99.50 


Ne. 1—RUBBER STAMP AND SHIPPING TAG SIZE 
$950 
f.0.b. factory 


COMPLETE 
At Your Office or Shipping Room Supply Dealer 


CASH REGISTER 


Durable case includes 25 stencils, 
ink, ink brush, stylus pen, writing 
board, illustrated instructions, 


WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 


Successors to 
Cash Register Po 
STREET, CHIC AGC 





ters which assist in forming new chap- 
ters, publish bulletins periodically and 
cooperate with other youth and adult 
organizations. The income from dues 
is used exclusively for services to state 
and local chapters. Complete informa- 
tion- about the Future Business Leaders 
of America can be obtained from Hollis 
Guy, executive secretary, 1201 16th St., 
Washington 6, D. C. 


Kansas City Flood 


(Continued from page 17) 


recede, large numbers of these em- 
ployees were assigned to aid in the 
clean-up job. 

All major businesses maintained their 
payrolls intact. The Chamber of Com- 
merce established a clearing house where 
information about temporary headquar- 
ters of the affected concerns was avail- 
able. Employees were notified as to 


when and where they should report to 
receive their paychecks. 
Another matter of great gratification 


—not one single business or industry 
in Greater Kansas City has announced 
that it is withdrawing from this area! 
They are going to build again if neces- 
sary; if not, they will repair and re- 
habilitate and they are going to help 
make Kansas City a bigger, better and 
more beautiful city than ever. 

As distasteful as this whole situation 
is, Uncle Sam is going to pay a large 
share of the rehabilitation cost, both 
directly and indirectly, in that many 
concerns which have suffered heavy 
losses will be able to get the tax relief 
due them and charge much of their 
losses off against their 1951 individual 
and corporation income taxes. The Bu- 
reau of Internal Revenue has announced 
that property losses from the floods 
will be deductible for federal income 
tax purposes. Losses of non - business 
property may be deducted if the tax- 
payer itemizes such deductions on his 
return and does not use the optional 
standard deduction. In determining the 
amount of loss which may be deducted, 
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consideration must be given to salvage 
value and insurance on the property. 

Taking those factors into account, 
individual taxpayers who have suffered 
flood losses may file amended declara- 
tions for 1951 tax by Sept. 15. The 
amount of non-business loss is meas- 
ured by the difference between the fair 
market value of the property before 
and after the flood, minus insurance 
and salvage recoveries, but not to ex- 
ceed its cost. The losses of individual 
proprietors engaged in trades or busi- 
nesses will be primarily concerned with 
three classes: damage to inventory, 
clean-up expenses, and damage to capi- 
tal assets such as buildings and ma- 
chinery. 

In the last analysis, it would have 
been far cheaper had Congress appro- 
priated the money for the necessary 
flood protection and control in the first 
place. Now it’s going to have to be 
paid for twice, onee in the actual cost 
of construction of dams, reservoirs, 
dikes, levees, ete., and once in the losses 


of revenue sustained by the tax deduc- 
tions. Out of the whole mess has come 
one good lesson. Adequate overall flood 
protection is a vital necessity, now rec- 
ognized by the Congress and the coun- 
try as a whole. If this great public 
question can be removed from politics 
and from petty, selfish interference, 
and treated on the basis of the greatest 
good for the greatest number, if Kan- 
sas City’s post-flood slogan “Never 
Again” becomes a reality, periaps the 
financial price paid will be well spent. 
Nothing, of course, can make us philo- 
sophical about the 18 or 20 lives lost — 
three of them in Greater Kansas City, 
the remainder in the two states. 

Kansas is hoping that no national or 
international situation ever will arise 
which will make it necessary for it 
again to mobilize in its own defense. 
But we know, if it ever should become 
necessary, that we can do it. We can 
work together in a common cause. We 
hope we shall never need to in a worse 
catastrophe. 


(, & Wy, 


yy ph eet 
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{NEWS 
i<of the Industry 


Pen-Pencil Mfgrs. Elect & Tarrant Mfg. Co. now totals 164, 
The Fountain Pen & Mechanical Pen- od nga ee ee 

cil Manufacturers’ Assn. elected the fol- 

lowing officers for the coming year: 

Wilbur K. Olson, W. A. Sheaffer Pen National Business Show Gains 

Co., president; Robert N. Wood, Ester- 

brook Pen Co., vice president; Clinton 





More than 70 companies have already 
confirmed their contracts and space re- 
E. Marshall, Marshall & Meier, Inc., quirements at the forthcoming 1951 Na- 
treasurer; W. Clarke S. Mays Jr., Mays tional Business Show to be held at Grand 
Mfg. Co., secretary; Louis M. Brown, (Central Palace, New York, Oct. 22-27. 
Eberhard Faber Pencil Co., chairman 


Requests for remaining space are more 
of the board. 


intensive than ever and from those on 
: hand indicate the participation and dis- 
More Comptometer Schools play of over 200 products at the show, 

Felt & Tarrant Comptometer Schools many of which will be shown for the 
have been opened at Niagara Falls and first time. The increase in space sales 
Utica, N. Y.; Jackson, Miss.; and Jack- are approximately 40% greater than last 
son, Mich. The worldwide chain of year. Rudolph Lang, managing director 
Comptometer Schools operated by Felt of the show, stated that increased space 


This U. S. Air Force Psychological Warfare Exhibit is touring the country. It demonstrates 
how leaflets are printed in a plane on a Davidson Offset Duplicator and dropped behind 
enemy lines. L. to r. are Edgar J. Fagan, Davidson's Washington manager; W. C. Raftery, 
vice president for sales, Davidson Corp., Lt. Col. John B. Holst, assistant chief, Office of 
Psychological Warfare, USAF; S/Sgt. W. B. Murphy and Pfc. M. A. Newton. 
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The same foam rubber cushions that are seat! a 
used on Cramer Chairs. 
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Inferior cushions are either too hard to give cow Satelite te % 
comfort...or too soft, collapsing all the way tizes and five colors... 
to the chair.....or made of scrap or inferior pie Si hi 
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The Proper Density of Cramer Cushions 
means that the sitter does not hit bottom, 
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A bit of celluloid... yet endowed with a time-saving po- 
tential that can reduce by more than 50% the hours you 
may spend getting information from your vital records. 
Given the opportunity, this tiny strip of color—better 
known as a Victor Visible signal—can bring to your office 
Savings in time that you may have often dreamed about 
but never quite believed could be possible, 

Small wonder, then, that for years wise businessmen 
have looked to Victor Visible as a means to cutting record- 
keeping costs. They know from experience that Victor 
Visible will not only save up to 414 hours’ reference time 
each working day,—but ‘also will, through its pinpoint 
signal control, result in reduced inventories, increased sales, 
improved production and other efficiencies depending on 
the type of record involved. 

Your Victor dealer can show you this “small wonder” 
at work in any one of several Victor Visible record-keeping 
devices. See him today; you'll be glad that you did. 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


North Tonawanda | New York 





THe Orrice—September, 1951 





requirements is one of the first indica- 
tions of an aggressive selling attitude 
toward a market on the part of a manu- 
facturer. In some few instances, of 
course, he said manufacturers are defi- 
nitely unable to schedule orders . for 
immediate delivery but they do recog- 
nize that many firms of national import- 
ance are now planning a realignment 
of their management and office functions 
so that they will be ready to make 
changeovers as soon as they can be cer- 
tain that the required equipment is 
available to them. This is confirmed, he 
said, by an informal survey of leading 
companies who make their buying head- 
quarters in New York. 

There is a definite trend throughout 
the industry to maintain the tempo of 
sales effort to insure full production 
and industry volume despite a lack of 
new models or any possible change in 
the situation both as to materials and 
manpower. New York, the country’s ma- 
jor point of purchasing for office ma- 
chines and equipment, accounts directly 
for about 18% of the nation’s sales 
volume. As such, New York is credited 
with much more that is bought through 
local offices of parent companies through- 
out the country but which must conform 
with standards and procedures established 
by New York company headquarters. 
Strong competition between new prod- 
ucts and improved regular models is 
evident and sales campaigns, scheduled 
to begin for most companies late this 
month and October, will undoubtedly 
maintain current peak production sched- 
ules, according to Mr. Lang. 
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New Denver plant of 
Frankel Manufacturing Co. 


Frankel’s New Plant 


Frankel Manufacturing Co., Denver, 
will soon occupy its new manufacturing 
plant pictured above. Devoted exclu- 
sively to the manufacture of duplicat- 
ing stencils and other duplicating sup- 
plies, this new Frankel building occu- 
pies more than 40,000 sq. ft. of space. 
The new plant is being completely 
equipped with new and special machines 
—equipment that has been designed, de- 
veloped and perfected by the company’s 
own trained specialists. Most of the 
equipment has been built in its own ma- 
chine shop. Frankel Manufacturing Co. 
was established in 1906. Henry G. Fran- 
kel, its present active head, has behind” 
him a lifetime of experience in the of 
fice supplies field. A pioneer in the de- 
velopment of duplicating stencils and 
other supply products such as carbons] 
and ribbons, the Frankel company did” 
much to develop and popularize such 
improvements as the film top stencil 
which latter injected an almost revolu- 
tionary aspect into the stencil business, 
In addition to its new plant in Denver, 
Frankel Manufacturing Co. operates 
branch offices in Los Angeles, Chicago 
and Detroit. Klean-Write is the brand 
name of the different Frankel products 
which are marketed not only throughout 
the U. 8. but in many other countries 
of the world. 


Office Furniture Week 


Members of the National Office Fur- 
niture Assn. will celebrate National Of- 
fice Furniture Week, Sept. 16-22, with 
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pRIGINALA DHNER 


HANDY CAL CALCULATORS 


“The machine to count on’”’ 


The following example shows 
simplicity and speed of opera- 


tion. 


ONLY ONE SETTING NECESSARY 


Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 
figures. 


68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 24% for cash .. 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable, and 
efficient calculator with any 
machines in the field. Why pay 


more? 


Write for Bulletin QO-93 


Odhner Sales ine. 
IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 





the first major application of NOFA’s 
advertising-promotion program sponsored 
by the member-manufacturers, according 
to Harry Hofherr, NOFA president. 
Committee chairman Bernard H. Nem- 
lich announced that a promotional kit 
has been prepared for sale to members 
at $9.50. This includes advertising mats 
for local dealer use, window streamers 
and display material, and suggestions 
for radio and TV spot advertising. The 
NOFA Seal will be the theme symbol 
and members intend that millions of 
people will see it from coast to coast 
this month. 


Machine Rebuilders Move 


International Office Appliances, Inc., 
Typewriter Distributors, Inc., and Para- 
mount Dictating Machine Corp., distribu- 
tors of rough and rebuilt office machines, 
announced the acquisition of a larger, 
more modern building at 326 Broadway, 
formerly occupied by them. Occupancy 
by these firms, affiliates of Mailing 
Equipment Corp., was effective Sept. 1. 
Increased demand for select rough and 
rebuilt office machines necessitated the 
expansion of sales and service facili- 
ties. Although the removal was a tre- 
mendous operation, production was main- 
tained throughout the moving process. 


Friden Export Meetings 


Latest sales techniques and newly de- 
veloped machine methods and applica- 
tions were told South American dis- 
tributors for Friden Calculating Machine 
Co. at two meetings held recently. Stan- 
ley M. Friden, export sales manager, 
and Arthur Steinhart, foreign sales rep- 
resentative, conducted the meetings. The 
first at Sao Paulo, Brazil, Aug. 27-30, 
was attended by all dealers south of 
Fortaleza. The second at Caracas, Sept. 
4-6 was for dealers north of Fortaleza 
to Mexico City. Messrs. Friden and 
Steinhart will make personal calls on 
several Friden offices in South America. 
Mr. Steinhart had recently returned from 
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FINER MATERIALS # BETTER PRODUCTS 
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l 
Vaterials and supplies } 


Ribbon Manutacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 





“Moller Products Chine 


21 WEST STREET NEW YORK 6,N. Y., U.S.A. 
Telephone HAnaver 2-5425 
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NDIANA 


CASH REGISTER 


The easy adaptability of the Indiana to every 
type of small business is one of the reasons 
why dealers have found it to be a good sales 
item. 
Prospective users quickly visualize the ease 
with which records are kept. Every transaction 
recorded as it occurs. A complete, confi- 
dential sales record by departments or com- 
modities and a full cash record is available 
every day, any time. 
Look into the sales possibilities of the Indiana. 
Use the coupon above or write. 

CASH 


PLAT A gmesect co. 


SHELBYVILLE, INDIANA 


more than a year of travel visiting sales 
offices in Great Britain, Europe and parts 
of Asia. 


Time, Date & Number Inc. Moves 


Time, Date & Number Inc., announce 
their removal to new and larger quar- 
ters at 298 Broadway, New York, to 
enlarge their manufacturing capacity 
with the express purpose of developing 
several related and entirely new addi- 
tional machines in the time, date and 
numbering field. Their present line, now 
being manufactured by various firms in 
the industry, is only a forerunner of 
many additional machines that Time, 
Date & Number Ine. will carry in their 
future enlarged line. The handling of 
paperwork from the standpoint of tim- 
ing, dating, numbering, etc., is so varied 
and complex that C. F. Bachmann, head 
of Time, Date & Number Inc., feels the 
quest for more efficient equipment has 
only begun. It is his intention to de- 
velop his lines accordingly. 








momma 


*% ADJUSTO-SWING fits 
metal. Easily attached. 


*% Adjustable to proper height. 
% Converts flat top to Steno desks. 
%& Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 


most desks, wood or 
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Polychrome Vice President 


R. Gene Brown, formerly manager of 
production and distribution, has been ap- 
pointed a vice president of Polychrome 
Corp., Yonkers, N. Y. Mr. Brown has 
been with the company almost two years 
and has been responsible for coordinat- 
ing sales and production. He is in charge 
of all sales and promotion activities and 
product distribution. Edward P. Pina, 
assistant sales manager, is leaving Poly- 
chrome to become sales manager of Ohio 
Legal Blank Co., Cleveland. 


Caleulator Sales Rise 


Sales of Marchant calculators to gov- 
ernment agencies in the first half of 
1951 were in excess of the largest full 
year’s government agency purchases 
during World War _ MII, according 
to Edgar B. Jessup, president, Marchant 
Caleulating Machine Co., who has re- 
turned from a two-month nationwide 
tour of the company’s sales and service 
offices. Mr. Jessup was accompanied by 


Part of a shipment of SoundScribers for the 

Department of Defense, made 36 days after 

advice of contract award. John P. Karabinos 

(left), Defense Dept. inspector; and John 

Hopkins, chief of SoundScriber's inspection 
department. 
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Amazing INK-PEN-CIL 


© Feels like a pencil 
© Writes as oastly 
as @ pencil 


35c LIST 


NOW WITH 
DURILIUM 
POINT! 


Approved for Checks & Documents 
FISHER PEN COMPANY 








757 Waveland Ave., Chicago 13, Ill. 











“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 
The most efficient 
and economica! 
binding posts ob- 
tainable for use in 
all types of STOR- 
AGE BINDERS. Vari- 
ous lengths, also ex- 
tensions and special 
posts with removable 
heads, are available. 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 


Burroughs 





Select Rough — R 


@ BooKKEEPING 
@ CALCULATING 


current prices. ‘ 


321 BROADWAY eo NEWYORK? N.Y 
WO 4-1240°¢ cable: Hodgmach 


Deseadaste MUTOCOPY 
DUPLICATOR PRODUCTS 


and SUPPLIES 

FOR STENCIL, 

GELATIN 20d 
LIQUID PROCESSES 


. Since 1927 


AUTOCOPY, 


466 WEST SUPERIOR 
18 WEST 18 STREET 


INCORPORATED 


CHICAGO 10 tLLINOTS 
NEW YORK 11 N Y 














PERMA 
CHAIR MATS 
Are REVERSIBLE 


Beveled Edges—Black, 


Brown, Green, Maroon, Grey | 


$550 = SH00 
Style 9648. 


36” wide, 48” wide, 
48” to end 


it 
of lip. a of lip. 


GEO. E. FOX & Co. | 


SAMPLE ROOM, OFFICES AND FACTORY | 


1051 N. Throop St., Chicago 22, Illinois 





Style 9649. | 
54” to end | 

















POINTS IN YOUR FAVOR 
WHEN YOU BUY BOSTON 


That's the record held by the famous 
BOSTON KS sharpener. The facts 
prove the point . . for durability, 
speed, and economy. You can’t buy 
better than a BOSTON. 


C. HOWARD HUNT PEN CO., Camden 1, W. J. 


Also Manufacturers of Speedball 
Pens and Products . . . HUNT PENS 


Backed by a Full Year’s Guarantee 


ITS VISIBLE 


Model 41— 
3 Movement 


WRITE FOR 
DETAILS 


Numbering 
Machine 





694321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8. NEW YORK 
Branch—1l05 W. MADISON ST., CHICAGO 2, ILL 














NO TYPEWRITERS! 


We Deal Exclusively in 


BOOKKEEPING, 
CALCULATING, 
& ADDING 
MACHINES 


WE OFFER LATE MODEL 
REBUILT OR ROUGH. 


WE NEED: 


NATIONAL CLASS 3000 
2s 2000 
FRIDEN CALCULATORS 


Write or Cail GArfield 2343 


VON SOOSTEN & CO. 


804 PINE ST., ST. LOUIS 1, MO. 
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Annual meeting of regional distributors of Olivetti Corp. of America in New York, represent- 
ing over 250 ciealer sales and servicing points throughout U. S. Top row: S. S. Weiner, R. A. 
Gent, M. L. Shenk, J. A. Martin, Alex Orlassino, B. G. Hanson, Richard Pickering, J. W. 
Myron, R. J. Wood. Middle row: Roger A. Cavalieri, Max Friedmann, Ugo Galassi, Dino 
Olivetti, Guido Soria, Ethan A. Hitchcock, Robert F. Bradford, Natale Capellaro, Sam Hutter. 
Bottom row: Edgar Noll, E. J. Sarther, M. L. Pollack, L. Murray, A. Eriksen, W. Carter, D. 
Kreighoff, Noel Brewington, W. R. Van Ittersum, J. B. Berg. Me 


Leslie T. Carr, national sales manager. 
‘‘These government purchases, coupled 
with greatly increased requirements of 
private industry for calculators, and 
other labor saving office equipment, to 
cope with the mushrooming volume of 
defense work and the scarcity of trained 
office workers, have built a demand for 


calculators in excess of the industry’s 
productive capacity,’’ said Mr. Jessup. 
‘‘The current unprecedented demand by 
private industry for calculators also re- 
flects the increasing tempo of the re- 
armament program. All indications point 
to a continuing heavy demand for cal- 








YOUR TYPEWRITER PLATEN IS ONLY 
AS GOOD AS ITS MANUFACTURER! 


A B. F. Goodrich Platen carries 
the backing of one of the world’s 
largest and finest manufacturing 
and research organizations. 


GET THE BEST! 
Get a B. F. Goodrich Platen! 


REMEMBER; Buy your B. F. Goodrich Platen from 





| World Wide Distributors 
TYPEWRITERS ¢ PARTS 
PLATENS «+ TOOLS 


SHOP EQUIPMENT 
AND SUPPLIES 


your local typewriter dealer. 


Nationally Distributed By 


SHIPMAN-WARD Mc. Co. 
325 N. WELLS ST. - CHICAGO 10, ILL. 


Phone DElaware 7-1090 - Cable ““SHIPWARD’’ 
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NO NO ne) 
BREAKING! TEARING! SLIPPING! 


FULL PROTECTION 
for your papers with... 


Schlegel PULL. 


FASTENERS 


Successor to the rubber band 


NO BREAKING! Strong, durable Schlegel 


PULL FASTENERS will not break, or 


rot. Hold papers firmly while you carry 
them, or for a lifetime in your files. 


NO TEARING! Valuable rolled drawings, 
flat documents, and checks are pro- 
tected against cutting or tearing. Flat 
adjustable tape spreads tension. 


NO SLIPPING! Fully adjustable to the size 
of packet. Tightens snugly. Holds firmly. 


WRITE! Descriptive folder with prices 
and sizes will be mailed promptly. 


MANUFACTURING 


Schlegel commany 
383 N. Goodman St., Rochester 7, N. Y. 
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service offices have been opened to serve 
areas where the industrial and commer- 
cial growth has _ been particularly 
heavy,’’ he added. 


Cummins Promotes Kapland 


Mitchell A. Kap- 
land, vice president, 
has been placed in 
charge of sales ac- 
tivities for all four 
divisions of Cum- 
mins-Chicago Corp., 
according to Paul 
Jones, president. 
Mr. Kapland will 
supervise sales poli- 
cies for all branch 
offices, representatives and distributors 
of the Portable Tool, Business Machines, 
Fred W. Wappat and Government Divi- 
sions of Cummins-Chicago Corp. He 
joined Cummins in 1949 as general sales 
manager. In 1950 he was elected vice 
president in charge of sales for the 
Business Machines Division. 


Mitchell A. Kapland 


Oppose Pen-Pencil Tax 


James V. Carmichael, spokesman for 
the Fountain Pen & Mechanical Pencil 
Manufacturers Assn., told the Senate 
Finance Committee that a proposal to 
levy a new tax on pens and pencils 
‘would be like taxing carpenters’ saws 
and mechanics’ tools,’’ Mr. Carmichael. 
who is president of Scripto, Inc., testi- 
fied in opposition to a House tax pro- 
posal extending the 20% luxury excise 
tax on fountain pens, ballpoints and me- 
chanical pencils from expensive, orna- 
mented models to all types regardless of 
value. He told the committee that 32 
million students in the nation’s schools 
would be the group most heavily hit by 
the proposed levy. He estimated that 
half of this tax would fall upon students, 
an unjust hardship on those least able 
to afford it.’’ Second largest group to be 
hit by the proposed levy would be the 
country’s more than 3 million service- 
men and women and their families 
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CLAR-O:TYPE 


oe é 
$ ee Nag 
MANE nc TIDY! 


Sharpens dull, ink- 
clogged type, gives 
clear, readable im- 
pressions. Quick— 
thorough — non- 


NEW, LARGER, JOGGER! | inflammable. No 


brushing or spatter- 
New Model A-7 Jogger has a ONLY ing. It evaporates 
deck size of 15 x 12 in. and power 95 1 1 
to jog more than a ream of paper 4 slower, lasts longer. 


QA-—-4arPzE04C>yp 
Q-apPZTO4cyP 


at a time. Extremely flexible and 

durable. Pays for itself quickly in mail, duplicat- 
ing and file rooms; in printeries and binderies, 
etc. Automatic switch is adjustable for from few 
sheets to a full ream. 

MODEL A-5—!/o ream capacity—Deck 12 x 10— 


MODEL A-10—Rheostat-controlled action, foot switch. 
Deck Size 20 x 15—$69.95. 


oo, 
i — CIRCLE MANUFACTURING CORP. 


Yq co 6136 E. Admiral Place THE CLAROTYPE CO., INC. 


Tulsa 8, Oklahoma Ss 261 Broadway, New York 7 


Plot a Protit Path 








with MAPTACKS 


the Best Values in 
Rough and Rebuilt 
Office Machines? 


Buy from \NTERNATIONAL 
CALCULATING MACHINES... 


. all makes and models are available at 
International, Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt . . . 

ADDING * BOOKKEEPING 
CALCULATING MACHINES 
COMPTOMETERS © TYPEWRITERS 

ADDRESSOGRAPHS ana 
Dealers’ Inquiries Welcomed femb Lm 


SIGNALS ae Write, Phone or Wire 
and MAPTACKS 


SEE YOUR OFFICE SUPPLY DEALER 
George B. Groff Co., Cambridge 40, Mass 
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¢-THRU 


the Quality Line of @ 
STURDY, TRANSPARENT 
PLASTIC << 


T-SQUARES 

PROTRACTORS and 

OTHER RULING, 

DRAWING and 

COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn... U. S.A 





“Saue TFime wtth 
Rite- Line" 


THE MODERN COPYHOLDER 
RITE-LINE CORP, (028: 13m Sroet NW. 
RITE-LINE copyruo.iper 
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TO MEET THE 
-MOST EXACTING 
REQUIREMENTS 


IMPORTED DOMESTIC 








PAPER MASTER PLATES 
for OFFSET DUPLICATING 


. « » The modern easy way to prepare perfect 
master plates for every type of offset dupli- 
cator. 





Available in cut sheets, continuous forms, snap- 
out sets, teletype rolls or for any office systems 
machine. 


gR E e L I Cc A PRODUCTS 
CORPORATION 

Manufacturers of Offset Duplicating Supplies 

154 NASSAU STREET, NEW YORK 38, N, Y. 
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All types of duplica- 
tors are used by 
Eastern Corp. to 
test every batch of 
duplicating paper 
they manufacture. 
This makes certain 
that papers meas- 
ure up’ to perform- 
ance standards. 


‘whose letter-writing is a vital factor ~ 


in maintaining a high level of morale in 
the nation’s armed forces.’’ 


Ames Platen Development 


In the interest of further development 
and perfection of the Ames Futuristic 
5-Star Platens for office machines, Lau- 


rence Edland, executive vice president 
of Ames Rubber Corp., Hamburg, N. J., 
recently visited the Ames Research Lab., 
Chicago, for a two-day conference. This 
was one of the regularly scheduled con- 
ferences held between the rubber plant 
and Ames Supply Co. Alternately with 
Mr, Edland’s trip to Chicago, A. R. Ames 





- FEDERAL - 


OS. 


oy 
< 
4 
wu 
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uw 
Me 
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< 
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ua 
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oe 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


TWWUIGIs-1VUIGIA 


“/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 





RUBBER TYPEWRITER KEYS 
Bring comfort to typing! 


Greater operating ease! 
Greater work accuracy! 


Prevent broken fingernails! 


PLASTIC KEYTOPS AND PLASTIC KEYBOARD PARTS 


in eaters, with numerals ae all signs 


ADDING MACHINES 
ACCOUNTING MACHINES 
icons’ MACHIN 


LATORS 
CASH REGISTERS 
COIN CHANGERS 


EWRITERS OF ALL MAKES 
INDIA BERLIN-CHARLOTTENBURG 9/V, GERMANY, WEST ZONE 
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TYPE CLEANING MADE EASIER 


CLEANS 


mochine operotors wont © Typewriters 


*Norta Piostic Type Cleaner 
it's easy to use—no mess 
— no liquids to spill, © Morki 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request ...write to 


NORTA DISTRIBUTING COMPANY 


(Spee |! 2) Broodwoy. New York 10. NY 


‘ADDRESSING MACHINES 


STENCILS - Parts - Supplies 


AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK I}, N.Y 





EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


119 LAFAYETTE STREET 
W YORK 13, 








N N. 
Cables: “ERGIBIAN.”’ Telephone: REctor 2-6580 





SECURITY 
BRAND 
Complete Line 
DE LUXE 
Canvas & 
Leather 
Mail Baas for 
your salect 
clientele. 
Send for 
circular 
Can-Pro-Corp. 





Jr., vice president, Ames Supply Co. and 
supervisor of the Research Lab. travels 
to Hamburg to confer with the officials 
of the rubber plant. Through these ex- 
change visits, close and careful check 
is made of the regular production of 
platens and development and research 
for the improvement of all types of 
platens, 


Royal Promotes Benziger 


Gordon G. Ackland, advertising man- 
ager, Royal Typewriter Co., has an- 
nounced appointment of Xavier N. Ben- 
ziger to the position of assistant adver- 
tising manager. Prior to his promotion, 
Mr. Benziger supervised the production 
of promotional materials in the ad- 
vertising department. He came to the 
company as a market analyst for the 
portable division in 1946, 


R. C. Allen N. Y. Distributor 


k. C. Allen Business 
has appointed Superior 
culating Machine Corp., 409 Lafayette 
St., New York, as exclusive wholesale 
distributors for the five New York City 
boroughs. R. C. Allen’s own New York 
branch will continue to sell at retail and 
also supply dealers in the metropolitan 
area whose businesses are located out- 
side New York City. The arrangement 
with Superior applies to all products 
except typewriters. 


Machines, Ine., 
Adding & Cal- 


Klopp Moves to New Plant 


Klopp Engineering, Inc., manufactur- 
ers of coin counters and coin handling 
equipment since 1924, have moved from 
5736 Twelfth Street, Detroit, to their 
new plant at 35551 Schoolcraft, Livonia. 
Klopp’s new mailing address will be 
P.O. Box 134, Plymouth, Mich. 


NOFA 1952 Exhibit Growing 


Jack Werfel, exhibit chairman for the 
1952 convention of National Office Fur- 
niture Assn., announced that 80 of the 
136 booths available have been reserved 
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Reduce 


With Maintenance 


"Belle-Vue" 


ELECTRIC FAN 
COVERS 


@ WATERPROOF 
@ DUSTPROOF 

@ CRACKPROOF 
@ FLAMEPROOF 


ECONOMY 
PROTECTION 


For idle fans against 
dust and dirt which 
shortens the life of 
every fan. Now available 
in TEN sizes for use in 
OFFICE, FACTORY, 
STORE, etc. WRITE TO- 


MR. DEALER: Your 
customers will appreci- oll for sample and 


ate it when you suggest 
“BELLE-VUE’’ covers 
te solve their fan stor- 
age problems. 





If your stationer can- 
not supply you, write 
direct. 








MANUFACTURED AND DISTRIBUTED BY 


BUDLEW PRODUCTS CO. Sic iineis 


Which Telephone 
Problem Is Yours? 


§ oy telephone is considered an indispensable facility 
in. business, yet certain problems arise in its use 
which are inevitable, For example: The practice of per- 
mitting phone talk to be overheard by visitors, or by 
personnel not concerned, leads to confidential matters 
becoming public property. Business leaks or personal 
embarrassment frequently result. This can be avoided 
by the use of the HUSH-A-PHONE. 


It is well known that the noise level in an office 
affects efficiency, inasmuch as it increases nervous ten- 
sion and fatigue. Nothing is more disturbing than 
phone talk. It adds to the noise level, but more than 
that its word content is provocative of attention, and 
so arrests concentration on the task, dictation, or con- 
ference, as nothing else does. This can be avoided by 
the use of the HUSH-A-PHONE which snaps on phone 
mouthpiece, 


Is your problem improving phone hearing midst sur- 
rounding noises? There is only one way this ean be 
accomplished, and that is by keeping surrounding noises 
out of the transmitter and off the wire, so that the 
incoming voice is dominant over this noise. 


Inform yourself—Request literature 


HUSH-A-PHONE CORP., Room 710, 65 Madison Ave., 
New York 16 























PAYCHECK ‘‘Outlook’’ ENVELOPES 


Th wick, easy, safe way to handle pay checks. 
Nome only, as ‘iritten on the check, shows through 
window in opaque envelope. This insures privacy 
for employer and employee. Saves second address- 
ing of names on ordinary envelopes and prevents 
checks getting mixed, Made any size, with window 
opening positioned to fit your checks. 


Send us check you now use and we will submit 
sample Paycheck ‘‘Outlook'' Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE COMPANY 
Established 1902 


iginators of ‘Outlook’ Envelopes 
1007 Washington Bivd., Chicago 7, Ill. 
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DE LUXE “Safette” 
ALL a 
METAL 


Personal 


FILE! 


KEEPS YOUR PERSONAL PAPERS 
SAFE—HANDY—CONVENIENT! 
Meets your every demand for a top quality personal 
file. Large secret chamber with 5 storage envelopes. 
Main compartment with 20 file folders, Fire resistant. 
Water repellent. Swivel front opens a full 3 inches. 
Two locks, Two keys. Made of heavy yauge metal for 
long life, lasting looks. Beautiful hammerloid finish. 

Office gray or green. 13” x 12” 

x 5Yo” deep, Packed 1 to car- $.15 

ton. Shipp. Wot, 8 Ibs. A top 

value. Order your needs today. LIST 
MASO STEEL PRODUCTS 

Dept. O, 81 W. Van Buren St., Chicago 5, Ill. 
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ADDRESSING MACHINES 


FQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 


. WE MANUFACTURE 

BUY and SELL Pilates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil] embossing dept. 
gives fast, accurate service. 


REBUILT ELLIOTTS 


ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE . . . BUY and SELL 
Fibre stencils, long & short trays, cabinets, 
liquid & paste ink. Also Smith Stencil 
typewriters. 

WRITE FORINFORMATION, PRICES & CIRCULAR 
Dept. 12-0, 40 W. 15th St., N. Y. 11, N, Y. 


MAILERS’ EQUIPMENT CO. 








CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 
Biromarkt—Classified Directory 
616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
a “gy help to each businessman, dealing 
with Germany. 
Please check also the following editions! 
Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
cents. 

Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundlage rationeller Biroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 
Dr. Rudolf Werneburg: ABC der Biirotech- 
nik, 144 pages, 57 illustrations, 1.50 US- 
Dollar. 
Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 
You also should not miss to subscribe to the 
International Journal for Office Equipment 
“Biiromarkt"' which appears twice a month 
for an annual subscription rate of 5. US 
Dollar, and which informs you about all 
novelties coming on the European market. 
Pest your order te: 

VERLAG PETER BASTEN, 

AACHEN, GERMANY 

















only $1295 — 


USES—Small business record-keeping, 
general accounting, and auditing, in- 
ventory work, time-keeping, payroll 
figuring, billing. 

FEATURES — Adds, subtracts, multi- 
plies by direct action. Easy, speedy 
operation; instant dial clearance. 
Guaranteed satisfaction or money 

ack. 
Obtain your Addometer from your office 
appliance dealer, stationer, or write: 


Reliable Typewriter & Adding Machine Co. 
30) W. Monroe Stree? © Chicago 6, Hlitnors 


STENCIL BOOK FILE 








The Smart Way to 


FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 
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and reservations are coming in daily. 
This promises to make next year’s show 
at Atlantic City the greatest ever. 
NOFA officers will hold a conference at 
the Shoreham Hotel, Washington, D. C., 
Sept. 14-16. Some 17 new member-firms 
joined NOFA during July. 


Todd Promotion Manager 


Appointment of Robert W. Geoghegan 
as sales promotion manager of the com- 
mercial division of Todd Co., was an- 
nounced by Gilbert J. Owen, vice presi- 
dent and general sales manager. Mr. 
Geoghegan joined the company in 1948 
as salesman in the Chicago territory and 
in 1949 was appointed director of sales 
training and education. Succeeding him 
as director of sales training and educa- 
tion is Richard T. Asbury, who joined 
the firm in 1948 as salesman in the St. 
Louis territory. Last January he was 
assigned\td Rochester as assistant sales 
training director. 


For Royal in Birmingham 


D. B. Starrett, vice president in 
charge of sales for Royal Typewriter 
Co., announced that G. L. Snider, for- 
merly a typewriter salesman at Royal’s 
Washington office, will head the com- 
pany’s operations in Birmingham. Mr. 
Snider joined Royal’s Washington sales 
staff in 1946 where he was employed 
until his recent appointment. 


For SoundScriber in L. A. 


R. W. Davidson, vice president and 
general manager, SoundScriber Corp., 
announced appointment of Norman A. 
Kramer as distributor of the company’s 


products in the Los Angeles area. His | 


business is operated under the title of 
Dictating & Recording Co., at 621 S. 
LaBrea Ave., Los Angeles. 


McBee Plant Promotions 


H. B. Noble was elected assistant vice | 


president for manufacturing at a meeting 
of the board of directors of McBee Co. 
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Grane carbon Paper 


EASY TO SELL 


Dealers don’t have to “push” 
to sell NEV-R-KURL. Anyone 
who has used it prefers it to 
other carbon papers. 


Features NEV-R-KURL users 
like are its wax-free plastic 
backing to prevent slippage. 
NEV-R-KURL is _ smudge- 
proof even in warm humid 
weather, and it won’t wrinkle, 
curl or tree. Up to 50% more 
legible copies can be made 
from each sheet as NEV-R- 
KURL lasts twice as long as 
ordinary carbon. 


Write today to learn how 
NEV-R-KURL, the _ special 
process carbon paper that sells 
itself, can increase your profits 
and traffic. 











New modern factory and offices of Pres-To-Line Corp. of America in Los Angeles. 


Com- 


pany has added carbon papers, inked ribbons and duplicating supplies to their line of copy- 
holders which are soid by 60 distributors in major cities. 


Mr. Noble joined his company in 1925 
and during the years has been associated 
with most departments of the operation. 
Harry M. Begg has succeeded Mr. Noble 
as plants manager. He joined McBee in 
1930 in the printing costing and binder 
costing and estimating departments. In 


ager of Plant No. 2 until his recent pro- 
motion which expanded his responsibility 
to both major plants. Two new depart- 
ments were created by the board of di- 
rectors. The materials control depart- 
ment has been placed in charge of James 
Scriven, assistant secretary of the com- 


1947 Mr. Begg became assistant plant pany. The other new division is the 
manager and later was made plant man- production research department with W. 





When you buy a business machine 
powered with a Lamb Electric 
Motor, you can be sure of many 
years of quiet, dependable motor 
operation. This standard of motor 
performance contributes to both 
satisfactory service and long-term 
economy in business machines. 


THE LAMB ELECTRIC COMPANY 
KENT, OHIO 


* 


Sidi tea Man ain ie bi a> na eaten eee naa se cama eG 


SPECIAL APPLICATION BA OTODE 3 
FRACTIONAL HORSEPOWER Ped 
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TYPEWRITERS 
ALL MAKES 


REGAL'S NEW. YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


ie 
oe | 


REGALRITE BRAND 
RIBBONS AND CARBONS 
® 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
Ld 


REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y 





FOR PRESSES, DATERS, 
AND MARKING MACHINES 


FORCE 


BASE 
LOCK 


INTERCHANGEABLE 
RUBBER 


TYPE 


SET YOUR OWN TYPE 
--- 47 LOCKS TIGHT! 


Simply press type in base with finger tips. 
Special cast rubber prints on any surface. 


THREE QUARTERS OF A CENTURY’S SERVICE 


WM. A. FORCE 
& COMPANY 


NEW 


INCORPORATED 
YORK NY 


64 W 








KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
Appecrance— 
Durability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO_ STANDS 
are designed to 
_— better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 
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The PARALINER Is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance =~ by step, with a se + pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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MANUFACTURERS . . . EXPORTERS 


Capitalize on the Growing Overseas Markets for 
Office Equipment and Supplies by Advertising in the 
1951 Issue of 


Don’t neglect your profitable 
and substantial export markets 


which should be increasing your ( ) - 
profits each year. Remember, icé 
overseas sales of - American 


office supplies and equipment | quipment 


have traditionally accounted for 


20% of the industry’s profits. § Exporter 


Get your share of these sales in 
the following 64 countries by 
advertising in OFFICE EQUIP- 
MENT EXPORTER. It is kept 
for the entire year by importers 
and dealers of office equipment 
and stationery. 


Afghanistan Finland 
Alaska France a a gag 
pang French Guiana Italy Portuguese Africa 
Arabia Germany Japan Puerto Rice 
Australia Gibraltar Lebanon 
aasite te ~~~! . Luxembourg 
elgium ern treian Madagascar South Sea Islands 
Belgian Congo Greece Madeira Islands Surinam 
British East Africa Haiti Malaysia Sweden 
British Guiana Hawaii Malta Switzerland 
British Honduras fies Kong Morocco Syria 
Canada panne Netherlands Tunisia 
Ceylon Indo-China Netherlands West indies § Turkey 
Cyprus Indonesia New Zealand Union of South Africa 
Denmark Iran Norway West Indies 
Egypt Iraq Pakistan Yugoslavia 


Write for advertising rates, circulation 
breakdown and complete information—today! 


Office Publications Co., 270 Madison Ave., New York 16, N. Y. 
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F, Burke as director. H. C. Musser was 
named as production manager of all 
printing divisions. 


Permoflux Midwest Dealers 


Appointment of four new midwest 
dealers for the Permofiux Scribe tape 
dictation machines was announced by 
Bruce Benner, sales manager, Office Ma- 
chines Division, Permoflux Corp. They 
are: W. B. Gregory & Son, Detroit; 
Private Secretary Co., Indianapolis; 
H. C. Strom Co., Duluth; M & M Sales 
Co., Des Moines. 


IBM Director 


Directors of International Business 
Machines Corp. elected Albert L. Wil- 
liams, vice president and treasurer of 
IBM, a director of the company to suc- 
eeed John L. Barton, resident managér 
at the Endicott, N. Y. plant, who re- 
tired Aug. 1 after 51 years’ continuous 
service. Mr. Williams joined the com- 
pany in 1936 and is a certified public ac- 


H. U. Bittman, vice president and general 

manager, A. W. Faber-Castell Pencij Co., 

with Mrs. Bittman and Mrs. Howard Ely, in 

Venice. Mr. Bittman visited his firm's repre- 

sentatives in Zurich, Milan and Rome, and 

the famous A. W. Faber-Castell pencil fac- 
tories in Stein, West Germany. 
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DUPLICATORS 
" \ and Supplies for 
‘a - @6=-_ a Duplicators 


we 


THE -HEYER CORP - CHICAGO 
For Top Quality in 
TYPEWRITER RIBBON 
FABRICS 
eet 


W. HARRIS THURSTON, Inc. 


Main Office & 
Laboratory 


Cutting Factory & 
Warehouse 
54 Worth Street 320 West 68th Street 
New York 13, N. Y. New York 23, N.Y. 


STE EE 








SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
oo 
HAIDA ENGINEERING CO. 


34-11 Vernon Boulevard 
Long Island City 6, New York 











ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT peer || 

|. A. D E A N, JR. 


The Pioneer ne Pe rfs Man 


ADDING MACHINE PARTS EXCLUSIVELY 
P. O. Box 144, Elmhurst 
Oakland 3, Calif 


Station, 





DICTATING MACHINES 


CLEARTONE 
CYLINDERS 


WIRE SPOOLS 
® 


SUPPLIES 


e 
DISCS 


GUARANTEED 
REBUILTS 


LATE MODEL 
DICTAPHONES 
EDIPHONES 
AUDOGRAPHS 
SOUNDSCRIBERS 


AMERICAN DICTATING MACHINE CO.. Inc 


ESTABLISHED 1923 


65 MADISON AVE., NEW YORK 16, N. Y. 


Telephone MUrray Hill 4-3554 








Hiawatha 
AIR MAIL 


PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Samples and Prices 


Wansco Paper Products Co. 


INC. 


409 Pearl Street, 
New York 7, N. Y. 




















SAVE TIME looking for articles published in 
past issues of THE OFFICE by keeping all 
your issues in these attractive binders from 
which copies can be easily inserted or re- 
moved. Each binder holds 6 issues — two 
binders for a full year’s copies are $3 post- 
paid in U. S. Binders are not sold singly. 


OFFICE PUBLICATIONS COMPANY 
270 Madison Avenue, New York 16, N. Y. 


ACCOUNTING, 





- & ANALYSIS 
ess 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N. Y. 
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countant. In 1941 and 1942 he was chief 
of the production requirements branch 
of the Bureau of Priorities. 


Dept. Store Specialist 


Thomas F. Frawley, Jr. rejoined Rem- 
ington Rand, Inec., Aug. 1, according to 
T. J. Norton, vice president and assist- 
ant director, General Sales and Serv- 
ices. He will hold the position of as- 
sistant manager of the Retail and Whole- 
sale Industry Methods Dept., specializ- 
ing in application of the company’s ac- 
counting and tabulating machines. 


Diebold Promotes Cooper 


Appointment of Wilbur F. Cooper, of 
Uniontown, as assistant advertising man- 
ager of Diebold, Ine., was announced 
by W. K. Wilson, sales manager sys- 
tems division. Mr. Cooper will assist J. J. 
Gutheinz, advertising manager, in the di- 
rection of the company’s advertising 
and sales promotion program. 


Lewis Joins Frawley 


George’ J. Lewis, former director of 
sales for Flo-Ball Pen Corp., has joined 
Frawley Corp., makers of Paper-Mate 
Pen, as vice president in charge of sales. 


Coleman L. Maze 


Following a brief illness, Coleman L. 
Maze died suddenly Aug. 9 in New 
York at the age of 57. He was one of 
the founders of modern office manage- 
ment, contributing ceaselessly to its de- 
velopment. Prof. Maze taught manage- 
ment at New York University and was 
a frequent consultant to the city in its 
management reorganization program. He 
was a former president of National Of- 
fice Management Assn., winner of that 
group’s Leffingwell Medal for the out- 
standing contribution to office manage- 
ment in 1947, and winner of the Schul- 
hof Award in 1950. He had been a vice 
president of the Office Management Div. 
of American Management Assn. 
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#7 Le the GUESSWORK 
out of cacbou coptes 


Suppose you have a job that calls for 3 
clean copies ... or 5 or 8... do you 
know what carbon to use? 


You do when you use PEERLESS IMPERIAL 
WRITEMASTER or FINAL-Line. Full manifold 
information is 
marked right on 
the end label of 
your box. There 
is no guesswork. 


WRITEMASTER 
gives clean, clear 
copies. Every 
word stands out 
as sharp as the 
original. It’s the 
best carbon buy 
in America. 


FINAL-LINE 


TYPUST GUIDE 


Carbon Tiyper 


FinAL-LINnE corrects the miost serious typing 
fault—“typing too far down on the page” 
Three punch holes at the top and bottom 
of an uncoated extension edge tell you 
where to start —-warn you where to slop, 
Does away with needless retyping. Ask your 
Dealer for samples or write to us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 B’way + Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St, River Rouge, Michigan 





eADVERTUISERS » 





Acco Products Inc. 

Accounting Machine Export Corp. 

Acme Adding Machines Service & Sales Corp. 191 
Addo Machine Co. ae 164 
Adjusto-Swing Office Machine Stands Co. . 190 
Allen & Co. Cee 165 
Allen Business Machines lec. R. C. 54, 55 
American Addressing Machine Corp. . 198 
American Carbon Paper Corp. ..... 157 
American Carbon Paper Mfg. Co. . 

American Dictating Machine Co. . 

American Hair & Felt Co. 

American Lithofold Corp. .... eerie 

American Numbering Machine Co. ...... 
American Stencil Mfg. Co. .................. 32, 33 
American Writing Paper Corp. ....... 

Atlas Stencij Files Co. 

Autocopy, Inc. 


Barrett Adding Machine Division 
Basten, Peter 

Bates Mfg. Co. 

Boorum & Pease Co. 
Borg-Erickson Corp. 

Bruning Co., Charles 

Bud Type Cleaner, Inc. ... 
Budiew Products Co. 

Burroughs Adding Machine Co. 
Business Efficiency Aids 


Canvas Products Corp. 

Clarotype Co. 
Clary Multiplier Corp. ........................ 
Code Mfg. Corp. ‘ 

Cole Stee! Equipment Co. it 

Columbia Ribbon & Carbon Mfg. Co. a tasts 
Commercial Controls Corp. 

Consolidated Business Systems, Inc. . 

Cook Co., H. C. y 

Coxhead Corp., Ralph C. . 

Cramer Posture Chair Co. . 

C-Thru Ruler Co. 

Cushman & Denison Mfg. Co. 


Dankers, J. A. Heinrich . 

Davidson Corp. PAE heron Sat 
ae DS Ras ee 
Dennison Mfg. ‘e : cae . 130 
Dick Co., A. B. : 3 
Ditto, Inc. Cover Ill 
Dome Publishing Ce. Fico en ay 


Eastern Corp. ey . ti 
Evans Specialty Co. 
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E-Z Sort Systems, Ltd. 


Fabbrica Addizionatrice Italiana . 
Faber-Castell Pencil Co., A. W. 

Faber Pencil Co., Eberhard . 

Facit, Inc. a 

Federal Business Products, Inc. . 

Federal Cash Register Co. . 

Felt & Tarrant Mfg. Co. .. 

Fisher Pen Co. 

Force & Co., Wm. A. .... 

Fox & Co., Geo. E. hice: ; 
Frankel Mfg. SRS Sc dna, pei wes pamitnboicsetas 20, 21 
Friden Calculating Machine Co. 


Genera] Binding Corp. 
General Electric Co. 
Gibian, Richard 

Graff Co., George B 
Gray Mfg. Co. 


Haida Engineering Co. 
Hammermill Paper Co. 
Hano Co., Philip 
Hanson Scale Co. 
Harding Co., Milo 
Heyer Corp. 

Horder's, Inc. 
Hotchkiss Co., E. H. 
Hoye Textile Corp. 
Hunt Pen. Co., C. Howard 
Hush-A-Phone Corp. 


Imperial Desk Co. 

India 

Indiana Cash Drawer Co. 

Ink Specialties Co. 

Inter-Continental Trading Corp. 

International Cash Register Parts Co. ........ 
International Office Appliances, Inc. 


Karl Mfg. Co. 

Kee Lox Mfg. Co. 

Kellogg Switchboard & Supply Co. 
Kline Co., 


Lamb Electric Co. 
Lanston Monotype Machine Co. 
Linton Pencil Co. 


Magic Circle Mfg. Corp. . 
Mailers’ Equipment Co. 

Manifold Supplies Co. .... 
Marchant Calculating Machine Co. 
Markwell Mfg. Co. 
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Maso Steel Products 

Master Addresser Co. 

McBee 

McGregor ‘& Werner, Inc. 
Mergenthaler Linotype Co. 
Miller Furniture Co., Herman 
Minnesota Mining &' Mfg. Co 
Mittag & Volger, Inc. 

Moller Products Corp. 

Monroe Calculating Machine Co. 
Mosler Safe Co 

Multistamp Co. 


National Business Show 
National Cash Register Co. 
National Vulcanized Fibre Co. 
Norta Distributing Co. 


Odhner Sales, Inc. 

Office Publications Co. 
Old Town Corp. 

Olivetti Corp. of America 
Outiook bg 

Oxford Filing Supply Co. 


Paraliner Co. 

Peerless Imperial Co. 

Phillips presee Co. 

Pitney-Bowes, Inc. 

Polychrome Corp. 

ay 1 seoenesece Accounting Machine (Sales) 


print. Matic Co. 
Pronto File Corp. 
Queen Ribbon & Carbon Co. 
Regal Roller Co. 


egal hig Sem Co. 


eliable 
Remington 
—— es bin) 
Remington Rand Inc. (Management 
Controls Div.) 


Rex-O-Graph 
Rex-Rotary PB striGuting CBG a ctswies 
Rite-Line Corp. 

Roberts Rubber Co., Weldon 
Rockwell-Barnes 6 

Rol-Dex Division 

Rose Ribbon & Carbon Mfg. Co. 

Royal Typewriter Co. 


aero & Adding Machine Co.... 
d inc. (Business Machines & 


EE OCI ABE 106, 


Safeguard Corp. 

Sanford Ink Co. 

Schlegel Mfg. 

Schweitzer, Inc. 

Security Steel Equ uipment Corp. 
Select-O-Phone Divi sion ... 
Sengbusch Self-Closing Inkstand Co. 
Sheppard Co., C. 

Sheppard Envelope Co. 
Shipman-Ward Mfg. Ce. 

S-K Forms “2. 

Smead Mfg. C 

Smith Co. Chas. Cc. 

Smith & Corona Typewriters Inc., L. C.. 
SoundScriber C 

Speed-O-Print Corp. 

Standard Duplicating Machines Corp.. 
Storms Co., H. 

Strohmeyer & Ban 

Sturgis Posture 

Swift Business Machines Corp. 


Tauber Plastics Inc. 
Technygraph Co. 

Thomas Collators 

Thurston Inc., W. 

Tiffany Stand Co. 

Time, tg & Number, Inc. 


Mfg. Co. 
Co. , Ltd. 


Todd 
Tubular “Spackel 
Typewriter Sundries 


Uarco, Inc. 
Underwood Corp. 


veuguerd E 

Vari-Typer, 

Victor Adding Machine Co. 
Victor Safe & Equipment Co. 
Vogel-Peterson = 

Von Soosten & 

Vue-Fax Corp. 


Wansco Paper Products Co. 
Wassell Organzation 
Watson Mfg. Co. 
Watts Co., Sittred Allen 
Weber Bros. Metal Works 
Webster Co., rr Bee 
Weston Co., Byr 
Wheeler insulated Wire Co. 
Wolber Duplicating & “Supply Co. 
Worden 
34 
107 Yawman & Erbe Mfg. Co. 








Large, easy-to-read dial shows 


exact postage for air mail, first 


class, and merchandise by zones. 
Capacity of scale is 2 lbs. by 1 
ounce, Overall size, 514” x 
64” x 214”, platform, 2” x 
3”. Beautiful Lustron plastic 
body and new type super 
sensitive mechanism. 


Order from your office supply dealer. 
larger capacity models available. 
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be WE 


Order Now! 


URING the summer months, a 

slight drop in orders for office 

equipment has given manu- 

facturers a welcome oppor- 
tunity to catch up with their back- 
logs. As this is written, delivery 
dates for many office machines and 
other equipment are better than at 
any previous time this year. Offices 
which a few months ago had no 
definite idea when certain types of 
equipment could be delivered are 
being agreeably surprised in being 
able to get delivery almost at once. 
This is all very nice for office execu- 
tives who have taken advantage of 
the summer months to order equip- 
ment, but many are wondering how 
long the easy deliveries will last— 
and whether there will be any early 
return to another period of short- 
ages. 

To understand any answers to 
these questions, one must realize the 
great growth in demand for office 
equipment which has taken place in 
the past ten years—or since Pearl 
Harbor. Within the short period of 
a single decade, the market for type- 
writers has doubled while, for a sup- 
ply item like carbons and ribbons, 
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the demand has more than quad- 
rupled. And this rise in demand has 
by no means leveled off. Never be- 
fore in the history of the industry 
has there been such a vast office 
equipment market, both actual and 
potential, in this country and 
throughout the world. Although 
there are more suppliers making 
more office products today than ever 
before, supply lags behind demand 
in many things, especially paper 
supplies like forms and stationery ; 
bookkeeping machines and the 
heavier metal products. 

Our advice to executives who have 
need for office machines or other 
equipment is to order now, before 
the good-delivery picture changes in 
the fall. Anyone who was discour- 
aged from ordering earlier this year 
by indefinite, future delivery 
promises might well be surprised if 
he were to call in salesmen now and 
ask for delivery dates. If you fore- 
see the need for equipment, and ean 
get delivery, it should be ordered 
now, at today’s prices. It is very 
doubtful if either deliveries or 
prices will get any better from the 
buyers’ viewpoint, either this fall or 
next year. Nor can any office be- 
lieve that its volume of paperwork 
will lessen, this fall or next year. 

The foregoing advice, of course, is 
for those who have planned better 
procedures with which to use new 
equipment. The office executive who 
allows himself to be oversold, or who 
overbuys equipment, does no one 
any good because it will be a long 
time before manufacturers can make 
enough office equipment for clerical 
megalomaniacs. 
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